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A guide to navigating ClientTrack, a web-based case management tool,
from entering basic client information to managing case loads and reports.
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CLIENTTRACK USER MANUAL

Objectives

Thank you for using ClientTrack for your case management needs. ClientTrack is an electronic data
collection system for persons who access a variety of services for homeless prevention and/or rapid re-
housing services. Aggregate data can be used to understand the size, characteristics and needs of the
population at the local, state and national levels. ClientTrack enables you to track information about client
needs, goals and service outcomes.

The content in this user manual will provide information on all of the basic features of ClientTrack and
detailed guidance on your day to day data entry, as well as helpful case management tools to optimize your
services and time. We believe you will find this web-based case management system easy to use and
essential in sharing your impact.

In this manual you will find the following information:

e (Contacts
o Staff List and Contact Information
o DV ClientTrack Help Desk Information
e Review of Security Policies and Procedures
o Computer Storage
o User Name and Password
e Overview of ClientTrack Features
o User Dashboard
o Case Management Tools
o Client Record
o Household Members
e Entering Client Information and Managing Program Enrollments
Intake Workflow
Services
Case Notes
Update/Annual Assessment
Exit Workflow
o Providers for Referrals and Services

O O O O

e Basic Reports
o Service Summary
o Annual Performance Review (APR)
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Contacts

STAFF

Jill Robertson
HMIS/ClientTrack Manager
Indiana Housing and Community Development Authority

jirobertson@ihcda.in.gov
317.234.7572

Lori Wood
HMIS/ClientTrack Master Trainer
Indiana Housing and Community Development Authority

lwood1®@ihcda.in.gov
317.234.6975

Lynn Morrow
Community Service HMIS Assistant
Indiana Housing and Community Development Authority

lymorrow@ihcda.in.gov

DV CLIENTTRACK HELP DESK

If you encounter any issues with ClientTrack at any time, please contact the help desk with the email
address below. Please do not send any identifying information for clients when emailing the help
desk. There is a unique client ID number assigned to each client record in the system and you can find this
number by hovering over the client name at the top of the client record. Please use the client ID number

when emailing the help desk if applicable.

Search Q

Yo
& Wendy Thomas A
00000-0007  1/1/1981

DV Help Desk: DVHelpDesk@ihcdaonline.com

Wendy Thomas's Information

CLIENTTRACK ACCESS

CLIENTTRACK FOR DOMESTIC VIOLENCE PROVIDERS
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Security Policies & Procedures

Personal protected information (PPI) is considered any information that could lead to individual
identification. Agencies participating in ClientTrack should have procedures in place for the secure storage
and disposal of hardcopy and electronic data generated from ClientTrack or created for entry into
ClientTrack. PPI should be stored in locked drawers/file cabinets and hardcopy data should be shredded
before disposal. Electronic PPI including data contained on disks, CD’s, jump drives, computer hard drives
and/or other media should be reformatted before disposal.

PRIVACY AND CLIENT INFORMATION RESTRICTIONS

The Domestic Violence ClientTrack environment is a closed system. Client level data is only seen by your
organization and the support team.

A client can refuse data collection or data entry into DV ClientTrack, but the client should be asked. The
agency cannot determine participation on behalf of the client. No person is to be refused services
regardless of their participation in ClientTrack.

You can find Indiana’s Balance of State (BOS) security plan on the partner website, as well as other

helpful forms and resources: http://www.in.gov/myihcda/hmis.htm.

CLIENTTRACK COMPUTERS

All computers used to access ClientTrack should be situated in secure locations. ClientTrack computers in
publicly accessible areas should be staffed at all times and not viewable by other individuals. All computers
should be password protected and the password you use to log onto your computer should NOT be the
same password as your ClientTrack password, but rather a password to prevent access to the computer
itself.

ClientTrack usernames and passwords should NOT be shared with other users. Users should not
keep username/password information in a public location (i.e., sticky notes on monitors or filed under
ClientTrack or Password in a Rolodex). ClientTrack security policies require the use of strict passwords.
Passwords must have:

e At least one number

eBetween 8 and 12 characters

oAt least one non-letter, non-numeric character

e At least one capital letter
New passwords will be required when you first login. Accounts are automatically deactivated after 30
days of inactivity for security purposes. You will be required to change your password every 90 days for
security purposes. If you need assistance with your username and password contact the Help Desk by
emailing DVHelpDesk@ihcdaonline.com and someone will assist you.
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LOGGING INTO THE SYSTEM

ClientTrack is a web-based application and you will need to use an internet browser to access it.
ClientTrack works with Microsoft Internet Explorer, Google Chrome, Mobile Safari and Mozilla’s Firefox.

Open your web browser and go to https://ihcdaonline.com/IDV/. Enter your assigned User Name and
Password and click “Sign In.” Remember, sharing your user name and password is NOT permitted.
Passwords are case sensitive and pop-up blockers must be turned off to access the application. You
may need to change your settings to allow for pop-ups from this site.

“
Hslp

.( What's New
‘CI tT k Visit us at the 2015 Accountable Care & Health IT Strategies Sumimit
™ 942016
lentirac ChontTrack Is a proud sponsor of the Accountable Care & Health IT
Sign In to ClientTrack Strategies Summi, September 9-11 at the W Chicago [ ]
User Name agale V262015
s ChentTrack Is 8 proud sponsor of the APHSA IT Solutions
pasaword [wwenf Mansgement Confrence, Aogust 30~ September 2 1 The

Philadsiphia. ]
Webioar: Preventng o TechnologyHeadache
Toa wum. . Prncoel wng Founde of the Knowedge At

sory
dozens of govermiment, nonproft, and business
s Bt iy

# Signin

c‘wmmmnmsmnxu ne Anaw s Rsorved

Select the workgroup called “2014 IDV: HUD Programs.” Also make sure your organization and location is
selected appropriately. Click on “Use These Settings” to continue. You will be required to “Accept” the
Terms of Agreement when you log into the system for the first time.

Help

) What's New
A ClientTrack" vt smezos
Workgroup 942015
ChentTrack s & proud sponsor of the Accountabe Care & Health IT
2014 1DV: HUD Programs v wmy--mn:mmummwmml ]
Organization 8282016
ChentTrack s :Mm sponsor of % the WSAI”I" :o:\llu;‘:
jement Conference, August -.
|My Sample Organization N Focve ot gus Soptemn
Location Wiebinar. Preventing a Technology Headache
81872015
(ost M Tone Wi, riocige and Founder o the Knowiedge Advsry
i roup, ad of govemment, nonprof, and business
szmnm onthe l l
2 Use these settings
Open CllentTrack using
omnw ©1983-2015 Chent Tri Acﬁ.lr( " Rmu Reserved
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Overview of ClientTrack Features

USER DASHBOARD

You will be directed to your User Dashboard on the “Home” screen and notified of any important
“ClientTrack News” items IHCDA wants to communicate (i.e. upcoming trainings, changes etc.) - this is the

first screen you come to after logging in. The “Sign Out” link is in the upper right-hand corner of the screen.
Please be sure to “Sign Out” any time you need to leave the database to ensure security of client
data.

Home Y clientTrack~ A uturon Gale (Training) | Help | Sign out
auUsefDaihbcsrd Autumn Gale
ik " 14 IDV: HUD Programs

Autumn Gale

-

rator, Jill Robertson
/_’ Recent Here is 8 global news test
G Time Tracking Welcome to C\leanrack
b from your administrator, Data Systems
E Setup Contract Types ChentTrack™ unites all slements of your ane compy % system 9 your ity to quantly snd broadcast your postivs mpsct, Our sofar ifves fficercy ks manage sl W coordinating all core aspects of & social mission organization, A
rebust, web-based suite of prebuit, conflgurable applicatiens, ClientTrack p ately. ClientTrack couples powerful backend architeetur designes tools ta scalable functionality Lo meet the immediate and future

| Active Cases requirsments of your organization.

Explore the tabs at the top of your screen to leam what ClientTrack can do.
(0] current Envollments

My Case Assignments Autumn Gale's Paused Workflows
| Crisis Call Summary
o recandsfoundt Zresitsfound.
m Recent Case Notes
Client ame Begin Date End Date Program warkflow Description stated Accessed
I Notifications Report ©X  conovHotine cal (not complete) 09072015 09/07/2015 8:01PM
— ©OX  HMs2014Pogamata Whits, Vana 09/07/2015 0970772015 7:57PM

| Indirect Services

é auk:k Services - Multiple
Clients

5 My User Configuration >
g Paused Operations
' User Document Check

Surveys

il

You can access all three screens, “Home,” “Clients” and “Providers,” which provide you different features
for managing your cases by clicking on the link with white arrows to the immediate right of the ClientTrack
logo outlined with the red box above. After clicking on the icon, you will see the three boxes appear labeled,
“Home,” “Clients” and “Providers” and you can toggle between them by clicking on the appropriate box to
take you to that section of ClientTrack as seen below.

CLENTS

George Dear
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Home

1| On the “Home” screen there is also a list of Menu Items that give you easy access to

éﬂ User Dashboard

your current case assignments, case notes and more under “My ClientTrack.” You

GLOBAL ADMINISTRATION

REPORTS

MY CLIENTTRACK

can also change your password with the “Change My Password” link by clicking on
“My User Configuration” in the list of Menu Items. All of these tools are designed
to maximize your time and grant you easy access to your client records.

;'b Recent

@ Time Tracking

E’& Setup Contract Types

You will also find the “Reports” section on the “Home” screen. To run a variety of
reports, which will be detailed later in this manual, click on “Reports” found above
“My ClientTrack” in the upper left-hand corner of the screen to access reports.

| Active Cases

m Current Enrollments b
" CASE MANAGEMENT TOOLS o R —— [h
3, Recent Case Notes On the “Clients” screen you will find the @, Find client George Dear g
7/26/1989
@ Notifications Report most recent client record you were on as 2 Intake . :
- . O Workio B & | George Dear's Dashbo: d
|/ Indirect Services well as a list of Case Management Tools =5 client Phota
é g;lf;cn';:e"’i"es"“”"ip'e on the left-hand side of the client record. CASE MANAGEMENT [T otient Fites
o The following information outlines Wi Cllent Dashboard [ pocument check
& My User Configuration )
@ R — features and tOOlS found on the Client B;\ Add Crisis Call Client E Interested Others
- f Edit Client |.“ Case Managers
 User Document Check record. To access some of these features - 11
i ak . . &} Family Members ﬁ Notifications
Surveys you must hover on the link in the case e G Aios ity
management section and a list of tools will 1B, crimes G Address History
appear as seen in the red box: I Protection Orders i, pemographios Report |4 |
Q Enrollments
e Find Client - To search for a client in the system by first -
and last name, date of birth, social security number, client &, Referrals George's Services
ID number, etc. "1 cace Notes
. . . & Crisis Calls bate
e Intake - To enroll a client in your project. "
Goals
e (Crisis Call Workflow - To document a client’s hotline call =
aused Workflows
to your agency.

e (Case Management Tools: (Frequently Used)

o

Client Dashboard - Click on this link to be taken back to the client’s record overview. The
overview of the client record is outlined on the next page.

Edit Client - To edit basic client information like address, date of birth, social security
number, disabling condition, veteran status, etc. There are more helpful tools under “Edit
Client” that are available for you to use depending on your agency’s needs and
requirements.

Family Members - To review a history of households and household members.
Assessments - To review assessments - and please note that all required assessments for
your project are captured in the Intake Workflow. This is where you can access the Crimes
and Protection Orders assessments to document important information regarding your
client’s legal processes or the Family Development Matrix. It is necessary to document
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crimes in order to document for the VOCA Report. You can also add judges and
prosecutors to your documentation in connection with protective orders.
o Enrollments - To view the list of current and past enrollments in which the client has
participated.
Services - To add, edit and view the list of services the client has accessed.
Referrals - To create and manage referrals.
Case Notes - To create and review case notes.

o O O O

Crisis Calls - To review and edit crisis calls for a client.

o Paused Workflows - To resume a workflow you previously paused.

e Basic Client Information and Client ID Number - Located at the top of the client record and
includes the client’s name, gender, date of birth, etc. The client ID number is located beside the
client name at the very top of the client record (Client ID Number is required when communicating
electronically about a client record, i.e., requesting assistance from the help desk).

CLIENT RECORD

The client record is broken up into sections with case management tools to help you easily find client
information and manage program enrollments, services, case notes, and more.

1. Atthe very top of the client record, you will see the client’s basic information and demographics as
shown below. You can find the client ID number, which is automatically assigned to the record when
created, beside the client’s name at the top of the record.

Clients A Jiclentrrack- KA EE =+ B e
@‘ Find Client Vana White g
- 1/1/1982 000-11-0001
EHQ Intake - - - .
K 1. Basic Client Information and Demographics G =
‘Vana White's Infarmation
CASE MANAGEMENT HATE yehite, vana BARDIE 108 A5 g
Female Condition No Yes
~
) Add Crsis Call Cllent ~
/ Edit Client > TR on Hispanie/Latino 5 i
& Family Members 3
‘Vana's Enrollments =
" 2. Enrollment Information
& comes oimer: W oo cotome Orgeizton st s et ean
& Protection Orders 4 Pravious
o Q Transitional Housing 1 1240172014 08/09/2015 My Sample Organization 01/05/201 29 236
Vana s Case Manager Assignments )
(2 Senvies > 3. Case Assignments
&, reterrls T g pete sins T
'—1 /8 Autumn Gale 1240172014 Inactive o1052015 Transitional Housing
5
. Crisis Calls Vena e Sences
h Goals 1 result found.
EE Paused Workflows 2 August 2015 (1 Servicas) 4. Services
/0 08/09/2015 Case Management 1.00 £0.00 My Sample Grganization

2. In the center of the client record, you will see all of the client’s past and present program enrollments
as seen above.
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There is a blue play button or action wheel you can click on to easily manage your program enrollment.
When you click on the blue play button, a drop down list will appear where you can:

¢ Edit Enrollment - Edit the enrollment date with this feature.

¢ Re-enter the Enrollment - Use this feature to re-enroll a client who was prematurely
discharged or his/her enrollment status changed to continue services.

¢ Add Family Member - Use this feature if a new household member needs to be enrolled after
an enrollment has already been established, i.e., a new baby is born and needs to be enrolled
with Mom. Make sure you're on the head of household’s client record when adding a family
member to the enrollment. This workflow will step you through adding the household member
and enrolling him/her at the same time.

¢ View Case Members - View all case members associated with the specific project enrollment.

¢ Review Entry/Exit Assessments - You can review the assessments completed at entry and
exit with this feature. This is helpful in completing missing data that was not captured at those
points in time.

Vana's Enroliments

Enroliment Caso ol o e Lost Assessmen
Enroll Dat Exit Date Organtzatio proeinest,

Transitional Housing 1 12/0172004 08/09/2015 My Sample Organization 01/05/2015 20 226
"'} Edit Enroliment Workflow
J# Re Enter the Enrollment
& Add Family Member
R View Case Members

[ Review Entry Assessments.

Begin Date Status £nd Date Enroliment
12/0172014 Inactive 01/05/2018 Transitional Housing

([ ] Review Exit Assessments
D Update/Annual Assessment

o Exit the Enroliment Service unita 5 Total Organization

/8 08/09/2015 Case Managament 100 $0.00 My Sample Organtzation

e Update/Annual Assessment - Use the Update/Annual Assessment to conduct annual
assessments or capture changes to a client’s status since enrollment.

o Exit the Enrollment - To exit a client, select “Exit the Enrollment” and you will be prompted
through the exit workflow for the client and all household members if applicable. If you need to
only exit one household member, go to the specific household member’s client record and
conduct the exit workflow and be sure to not select “Exit All Case Members.”

3. Case Manager Assignments are located below the enrollments section of the client record. You can
manage case manager assignments here by clicking on the “Vana’s Case Manager Assignments” link
or clicking on the little notepad beside the case manager’s name listed. By clicking on the case manager
assignments link, you will be taken to a screen where you can edit the status of a case manager for a
specific program enrollment or add new case managers to the client record (outlined on the next page).
Clicking on the recycle bin beside a case manager’s name will delete the case manager from the client

record.
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Glents T centrac- BB Y ——p—
@, Find client Vana White g

] 1/1/1982 000-11-0001
ﬁ_lalnhke

SHD g DT
ry of assigned case m: displays below. To view or adit a case manager assignment, click the Edit next to the record. To add a new case manager assignment, click the Add Case Assignment. To print a list of the client's history of

217 crisis Call Workflow
=
assigned case managers, lick Case Managers Report

CASE MANAGEMENT

= Add C: i B case

|+ Add Crisis Call Client T resutfound.
/ Edit Client > Cass Manager + Begin Date = Status End Date « Enroliment +

/0 Autumn Gale 12012014 Inactive 01/08/2015 Transitionsl Housing
m Family Members
| Assessments >
I3, crimes
e

4. Services associated with a specific program enrollment will be listed at the bottom of the client record.
You can manage your client services by clicking on “Services” in the list of case management tools on the
left-hand side of the client record or by clicking “Vana’s Services” above the list of services on the

client record. Documenting services is discussed in detail on pages 32 and 33 of this manual.

-

Clients N . [ Ce— 0 e s e
e‘ Find Client Vana White A

- 1/1/1982 000-11-0001
{.r(amcake

217 crisis Call Workflow

EH 005 90T

The client’s service history displays below. To record a service, chick Add New. To record multiple services, click Quick Services. To edit or view an existing service, click Edit next to the record.

ofe addNew () Quick Services

1 remuit found.

Date v service & Unts & $Total 4 Organization &

v

E

|/ Edit Cient
32, Family Members
| Assessments
I, crmes

| 55 Protection Orders
© encoliments

& Referrals |

HOUSEHOLD MEMBERS

4 August, 2015 (1 Services)
© 08/09/2015 Case Managemant 100 $0.00 My Sample Organization

v

Clients X )ClientTrack You can view household members and

@“ Find Client & White, Vana - 1982 their client records by Clicking on the
— multi-colored family icon at the top

‘%EcrisisCaIIWorkﬂow & Pat Sajak N a Vana White N i . )

Age3 son Agess  se of the client record beside the client
CASE MANAGEMENT MATE T yite, vana . . .
T o name. A window will appear with all of
lient Dasl ar Hiec
| 5 Add s call et e the current household members. You

Ethnicity:

P D can click on the names of the

&G Fomiy members 3 vana's emotmens
=

household members in the window to

go directly to his/her client record. You can also use the “Quick Add Family Member” link in this drop
down to add new household members. Please note that you will be able to add household members
during an Intake workflow as well. You may also add a family member to an existing enrollment with the
“Add Family Member” feature (described on page 8) listed when you click on the blue play button beside
your program enrollment. This will prompt you through the new household member’s information as well
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as the intake workflow to include the new household member in the enrollment. Be sure to change the date
to reflect the actual date of enrollment.

NOTIFICATIONS

ClientTrack features a “Notifications” tool on the client record that allows you to set up notifications
specific to the client, like reoccurring appointments, required documentation, client deadlines, etc. The
Notifications tool looks like a bell and is located beside the multi-colored family icon at the top of the client
record. To add a new notification, click on the bell and a new window will appear below it. Select “Add
New” to add a new notification. A new window will open where you can set up the new notification as seen

pelow [ EEE— -
g
Notifications ming
View Natification
= -
R - [ E— -
Vana White
11171382 000-11-0017
Enter the agprogpriate information below fo the nctaton | alet
2 - o Please Note: The Prory option il determine how the notifc ation kcon s display ed when the
pcoming chent s accessed
Vana White's Information High Red)
Normal (Yefow
notifications Low (Green)
Add Notification  Open Calendar Message * Appointment for Intake
Femake Notification Type:* Violence
~ No Contact
— * Information
T Non-ispanic/Lating
busmg Priceity.* | High
Vana's Enrollments Assignments 09/08/2015 TH0830 44
09/08/2015 TH0930 4
1 remt found e
S Enroll Date Exit Date Cooe Masages )
Wembers Autumn Osle | Alert Setup - Use the fiekds below to determine when o show the notrfication. If you check 18
Show e alert wib 0pen & popup mindow the specified length of time before the
©  TransionslHousing 1 r2naone o1msaons y schedule begina )
Vana's Case M Assi r s ’
—...->—— Restriction*  # Restrict to Organization o
1resstizund Service Restrict to MOU/Info Release $ Total Organc|
X

After setting up the notification with your specifications, you can review your notifications and calendar by
clicking on the bell and selecting “View Notifications” as seen below. You can also see that the bell
changed in color to show that a notification has been set up for this client record.

Clents )T - [ m— y yemry—y ey
@‘ Find Client Vana White (]

- 1/1/1982 000-11-0017
5_,“ Intake
27 crisis Call Workflow

The current notifications recorded for the individual display below To add a new notification chick the Add New Notification ! Alert button To edit a notification. click the Edit Notification / Alert icon to the left of the desired nofification

CASE MANAGEMENT
(i Clent Dashbaard e Add New Notification / Alert
| Add Crisis Call Client Only show current Notifications: @

Status. ¥ New/Pending &
+ Acknowledged
Complete

& Family Members. 3 Canceled
| Assessments > T resutfound.
g Crimes Message Priority & r;;:“_“""‘ Begin Date = End Date &
& . /B Appointment fo Intake o nformation 0970872015 8:30AM 09/08/2015 930AM
@ envoliments
2 services >
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Entering Client Information and Managing Program
Enrollments

FINDING A CLIENT IN THE SYSTEM

Before entering a client into the system as a new client, you should always conduct a search for the client to
see if there is an existing client record in the system. To search for a client, click on “Find Client” in the
upper left-hand corner of the screen as outlined in red below.

o L clienttrack- [ B o] & oo e | o | o
L @, Find Cllent q Scarlett O'Hara
F /11980 0
L %, Find Client

£ Crisis Call Workflow
Use the section criteria below to find your client. To narrow the search, fill in more than one criteria. Social Security Number and Birth Date are the best fields to narrow your search

(< Client Dashboard

| Add Crisis Call Client

/" Ednclient >

3 Fomity Members >
‘Amum-m- > Olier

nuﬂmu lent Type Client

5 Protection Orders @, search

-

Itis imperative you do not enter a duplicate client record into the system in order to ensure the
accuracy and overall quality of the data. To speed the search process and reduce the chance for input
error, input as few characters as possible in the criteria fields. You may search for a client by entering any of
the following:

e Letters of the client first/last name (try only entering the first few letters of the name to conduct a
thorough search)

e Social Security Number

e Birth Date

e (lient ID Number

It is important to try different options for your search. Again, it is best to ONLY enter the first few letters
of the first and last name and not rely solely on a social security number or birth date, as those
elements have a higher rate of missing or inaccurate data. Another option for searching is to search
different spellings of the client’s name and remember to search for nicknames such as “Joe” in addition to
“Joseph” or “Jen” in addition to “Jennifer.”

IHCDA works to eliminate duplicate clients in ClientTrack. Please contact the DV Help Desk at
DVHelpdesk@ihcdaonline.com with clients who have multiple records in the system. When sending a
notification of duplicates or any information regarding clients to the Help Desk, please ONLY send Client ID
numbers. Client ID numbers are found by hovering over the client name at the top of the client dashboard.
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If the client is already in the system, highlight the client name in the search results and click on the Client
Name to select that record. The selected client’s information will be displayed at the top of the screen and
all information entered from this point forward while on the Clients screen will be associated with the

currently selected client.

Clients

Sl

@, Find Cllent
Rt ] Intake
Rt 1, Crisia Call Workflow

(i Clent Dashboard
) Add Crisls Call Client
/" Ediclent

2, Family Members
7} Assessments
n Crimes.

|41 Protection Orders
@ Enoliments

(2 servoes

& Referrals

" Case Notes

|/ crisia calls

h Goals

| £, Paused Workflows

Jictenttrack- |

Vana White a
1/1/1982 000-11-0017

Use the section crt

Frst Name ~ Last Name
Vana white

below to find your client. To narrow the search, fill in more than one criteria. Social Security Number

Client Type:

Middie Name &

the best fialds to

Chent

1wt found
ssN Alemnate Reference
XHO0XH0017

D

¥

Binth Date &
01/01/1982

AR Auturn Gale (Training)  Walp | Sign Out

clignt 1o =

If the client’s basic information has changed, you should click on the “Edit Client” case management tool
found on the left-hand side of the client record outlined in red below to make any necessary changes to the
client demographic information (i.e., birth date, ethnicity, name change, etc). **Please note that the “Save”
button will save the changes you made to the screen and take you to the Client Dashboard.

Clients

ol

@, Find Client

53 Intake

|27 crisis Call Workflow

CASE MANAGEMENT

w Client Dashboard

| Assessments
I3, cimes

| £5 Protection Orders
©) Enroliments

2, senvices

(&, Refernals

f crisis Calls

/s coals

217, Paused Workflows

Vana White

1/1/1982

000-11-D001

BASIC CLIENT INFORMATION @

]

Basic Client Demographics.

R . [ C— -

First Name:*

Last Name:*

Middle Name:
Suffix

Name Quality:*

Social Security Number

Alternate Reference ID:

Birth Date:*

Client Age:

Date of Birth Quality:*

Ethnicity:*

Race:*

Gender:*

Pregnancy Status:

Disabling Condition:*

Veteran Status:*

at full

Completeth lent’ et finginformaton, Name and socal securty numer havesssociated data qualyfls. Dta usltyfskds arsused o et the rsason fl nformation

AR 2utumn Gole (Training) | Help | Sign Out

allow users 10 indicate when a client doesn't know or refuses to provide information. If the required data is collected then ClientTr

Vana

wihite

Full name reported
000 -11-0001 @

01/01/1982 ¥
3

® Full DOB Reported
Approximate or Partial DOB Reported
Client doesn't know
Client refused
Data ot collected

Non-Hispanic/Latino * %
American Indian or Alaska Native
Asian
Black or African American
Native Hawaiian or Other Pacific Islander
Client doesn't know
Female e
No
No .o
Yes r|®

a

met

. Name and social quality
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ADDING A NEW CLIENT WITH CRISIS CALL WORKFLOW

ClientTrack utilizes a specific workflow to step you through the process of completing all required data
elements. Be sure to first conduct a search for your client with the “Find Client” tool and if your client
cannot be found in the system, click on “Crisis Call Workflow” on the “Clients” screen to document a crisis
call and add a new client. Please note that crisis calls can also be documented as a service in the service
section of ClientTrack.

The Crisis Call Workflow will be prompted and you will be taken to the first screen where you document
the time of the call, the caller and all other important information. Some fields may require additional
information and those fields will populate if required. Please note that all fields with an asterisk * are
required data elements and must be completed before moving to the next section of the workflow process.
Click “Save” when finished.

Clients T ){CI:entTrack“ - [~ B AL sutumn Gale (Training) | Help | sign out
@, Find client Vana White a
™~ 1/1/1982 000-11-0001
1
211 crisis Call Workllow IHCDA DV
L Hotline Call Please address the following
- Are you safe? 18 a required field
CASE MANAGEMENT @ s Abuser Present? Is a required field
call Information @ victimization Type is a required field,
“g Client Dashboard T © Shelter Needed? is a required field.
) Client Info
b
| Add Crisis Call Client R
/ Edit Client > Date and Time:*  09/09/2015 (10732 )
& Family Members. > Contact Type:s ® Hotline Call
Walk-in
1 ‘Assessments > Y
Coll Type:® ® Caller is Victim
k Crimes Information
Other
z Protection Orders Hangup/Prank
@ envaliments Description
(3 soiee >
4 o v
& ratemsis * OMHara Q
"1 case Notes + Scarlett
] « ¥ .
/& crisis Calls o
* No
i Goals * [No
.1 Poused Workflows pe* | Domestic Violence *
jed?* | Yes v
. 1
#Children: 1
Restriction: * Restrict to Organization
Restriot to MOL/Info Release
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When entering the caller’s name, the
system will conduct a search in the
database to double-check whether a
client record already exists for the
caller. If the client appears in the
search list, please click on the client’s
name to select that client record. If the
client does not appear in the search
list, click “Cancel” and continue
entering the caller’s information.

“

=

% Find CI

x

L IO =1

Use the section criteria below to find your elient. To narrow the search, fillin more than one criteria. Soeial Security
Number and Birth Date are the best fiekds to narrow your search

Scarlett

FirstName a  LastNamea  MiddleName a  SSN

@, sesrch

No records found.

Alternate Reference D & BirthDatea  ClientiD =  Client Type &

b |
>

Review or enter the caller’s basic client information and complete all fields with an asterisk *. Click

“Finish” when completed.

-

Clients

Yictienttrack- |8

C\‘ Find Client Scarlett O'Hara
— 1/1/1980 121121212
.ﬁ_ummk.
27 i cllWorktow TESmARY lient Information
Hotline Call BASIC CLIENT INFORMATION @

"o

lete the client

Call Information

a‘ Client Dashboard
# Client Info

24 Add Crisis Call Glient

/ Edi Client b
& Family Members >

7}Awwm >

I, crimes

| &5 Protection Orders

Quick Referrals

Basic Client Demographics
© Enoliments

& Services >
&, Referrals

") Caseotes

|/ crisis calls
/& Goals
217, Paused Workflows

s Nas
‘security number data quality fields allow users to indicate when a client dossn’t know or refuse

Suffix:

Name Quality:*
Soclal Security Number.

Alternate Reference ID:

Birth Date:*
Client Age:

Date of Birth Quality:*

Ethnicity:*

Race:*

Pregna

Disablina Condition:*

* Scarlett
* Q'Hara

Full name reported
121 121212 |

01/01/1980 (0¥
as
® Full DOB Reported
Approximate or Partial DOB Reported
Client doesn't know
Client refused
Data not collected
Non-Hispanic/Latino » ®

Black or African American

Native Hawallan or Other Pacific Islander

Client doesn't know
Client refused
Data not collected

* |Female |

Yes A

+ 11/24/2015 (0¥

No B

d data quality fields. Data quality fields are used to indscate the reason full information wasn't collected. Name and social
1o provide information. f the required data is collected then ChientTrack sutomatically records that full data quality was met

M 2utumn Gsle (Training) | Help | Sign Out

e e
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The next section of the Crisis Call Workflow allows you to document any referrals made. Complete the
information and you can add as many referrals as necessary by clicking on the plus sign (+) button above

the “Referral Status.” You can set up a database of providers to attach to referrals, crimes, protection

orders under the “Providers” screen. Providers are covered in more detail on page 52. Click “Save &

Close” when finished or “SKip” if no referrals are made at that time.

Clients

-

@, Find Client
ﬂ Intake

gﬁmmlmkﬂmu

CASE MANAGEMENT
a{ Client Dashboard

| 3
L4 Add Crisis Call Client

/7 Editclent

T - [ E—

& Scarlett O'Hara

11/1980 0

IHCDA DV
Hatline Call

Call Information
Client Info

#® Quick Referrals

A utumn Gale (Trsining) | Help | Sign out

e SO TR =Nl

Use thiz form to identify muttiple referrals for a client, quickly. Change the Refarral Screan to fifter pre-dsfined refarrals available. To add additions! referrals that are not listed, add naw rows to the bottom of the form.

Choose a service that the client needs and the list of providers vall show all p

Referral Date:*

Referring Provider Name:*

Referring Location:

Referring User.

Referral Screen:*

roviders that provide that service

09/14/2015 3

Qu
DsI
Autumn Gale oy
Preferred Providers

mrmm >
_]An-nm-m >

g Crimes

|5 Protection Orders

+ No recorde found
Telephone » [l Strect s City s State s ZipCode s  Restiction @ &
Restrict to Organization ' a

= SELECT -

[0 Referral Status* =
#  Referral Made *
@ |-SELECT -

Sorvice & Providor Homet &
Legal Counseling ABC Legal Counsel |4
- SELECT - . QY

© enoliments

(2 sences >
&, Referrals

"1 caseHotes

h Goals

11 Paused Workflows

B savescloss WSk

B

)'A'Clienﬂrack" - o T

Clients

This completes the Crisis Call Workflow

and you will be prompted to “Finish” ;,:.F:: ' Aot
i
the workflow to close it and document [ 27 s ot oo IHCDA DV Youte donel
Hotline Call Allrequired steps have been completed
the call under “Crisis Calls” in the list of | e | oo

Call Information

“. Client Dashboard
Client Info

case management tools on the client’s

N
| Add Crials Call Client Quick Referrals

record. |/ e chent
&rmmm >
ﬂjm >
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You can manage and review a client’s crisis calls by clicking on “Crisis Calls” in the list of case management
tools to the left of the client record. To review or edit a call, click on the little notepad beside the specific
call. You can remove crisis calls by clicking on the recycle bin beside the call. Please note this will delete the
call from the client’s record.

@ Add New Call

Call Date/Time = Client Name & Caller Name &
0211072015 1134AM |Gale, Dorothy Gale, Dorothy

ADDING A NEW CLIENT WITH PROGRAM ENROLLMENT

ClientTrack utilizes a specific workflow to step you through the process of completing all required
assessments at entry and discharge. The workflow is easy to use and it automatically prompts you for the
necessary information.

After conducting a search for the client in the system to ensure an existing client record does not already
exist, you can add a new client record by selecting “Intake” in the upper left-hand corner of the screen
found under “Find Client” (outlined in red below). Then choose “Add New Client” when prompted as seen

below.
Iy X )rCllentTra:k” .ﬂl v B AR Autren Gale (Trsining) | Welp | Sign out
@, Find Client [George Dear a
/26/1989
2D inake
217 crisis Call Workfiow Intake @ radortd
[ nox Do you want to add & new client or use the selected client?
# Add or Edit
feidd a new client
Client Dashboard Lo Ll
U information .
4 / Use the current client
| 3 Add Crisia Call Cllent : Family Members
/7 Edn client B O Program Envoliment @ select another clent
@ Family Members >
] ‘Assessments >
n Crimes
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Enter your client’s first and last name and click “Next.” If a duplicate client already exists and was not
identified during the client lookup, a warning in red letters will be displayed. It is very important to review
the displayed list. If the client is already in the system, click the client’s name to select the existing client
record. If the client you are entering is a new client, do not select a client in the displayed list, click “Next”
to proceed with the intake process.

Clients ¥ ){ChentTrack" ' m ear B A Butumn Gale (Training) | Help | Sign Out
@, Find Client Vana Whit
(] intoke
= Intake
27, criete Call Workflow A =
Search Existing Clents Basic Client information
- :“::'rf“c."';': Please address the following
i, Please review the list below for potential duplicates. Click Next If this is not a duplicate.
0“ Client Dashboard Family Members
SEARCH EXISTING CLIENTS
| s Add Crisis Call Clent Program Enrollment i
The first siep In adding a new client Is to search existing client records for passible maiches 1o aveld duplicate eniry  Ente panlal identifying Information on the client, and then click Nexi to search from existing cllent records.
7 Edncten N o 1he syetem ok no potentsl matches, ycu wil be laken drecty 1o Siap 2
« I the system finds potential matches. tha search resuls wil cisplay below. If an accurats match appears, select and ope that axlsting cllent record by cicking on that row.
& Family Members > ® i there are no click Next again to 2 in adding a new client record
] I 5 Vana
i Assesamenta ast Ne whit
[, cimes .
5" Protection Orders Birth Date =]
© Enoliments Vvl four
First Name = Last Name = Social Security Number Birth Date =
& Services > vana winite 000-11-0017 01/01/1982
& Referrals
"1 Cose Notes.

Add the client’s basic information including date of birth, social security number, demographics, disabling
condition, Veteran status and address. Click “Finish” when the client’s basic information is complete.
Please note that all of the data elements are self-declared by the client and not attributed by the
case manager or data entry personnel. The option “Data Not Collected” indicates that the question
was not asked of the client and will report as missing on reports. Please do not make up
information or answer for the client.

Clients ] YclientTrack- . KN B A suturn Gale (Traning) | Help | Sign out
@, Find client Vana White
% i 1/1/1982 000-11-0017
In
rﬁ?, Crisis Call Workflow Intake

W X | BASIC CLIENT INFORN 1o @
# Basic Client Complete the client’s identifying information. Name and social security number have associated data qualiy fields. Data quality fields are used to indicate the reason full information wasnt collected. Name and social
Information wecurity number data quality fields allow users 1o indicate when a chent dossn't know of refuses 1o provide information. If hentTrack records that full d l mat.
s Client Dashboard Family Members

3 Add Crisis Gall Client
- White

/ Edit Client >

Program Enrollment

& Family Members >
]A-—m > * | Full name reparted e
- 000 11 -001 #
n Crimes
gmwm Basic Client Demographics.
° Enrollments Birth Date:*  01/01/1982 (1%
& Services 5! Client Age: 33
Jate of Birth Quality:* # Full DOB Reported
& Referrals Approximate or Partial DOB Reported
Client doesn't know
L‘] Case Notes. Client refused

Data nat collected

/& crisis calls

Ethnicity:* |Non-Hispanic/Latino v |#

h Goals flace*  American Indian or Alaska Native L]
Aslan
1] Paused Workflows Black or African American
Native Hawallan or Other Pacific Islander
+ White iy

Client doesn’t know
+ | Female r|®
No .

& Finish LY
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Definitions of Basic Client Information Requirements

e First Name - Legal first name (do not add nicknames in “quotes” because those are not searchable
elements. Add this information to the alias field.)

e Last Name - Legal last name

e Social Security Number (SSN) - If the client doesn’t know or refuses to provide their SSN, DO
NOT under any circumstance, enter a fake social security number such as 123-45-6789 or 999-99-
9999. Select the data quality option that best reflects the client’s response.

e Birth Date - Month, day and year the client was born. Again, do not make up a birth date. Choose
the appropriate data quality option that best reflects the client’s response.

e Ethnicity - Hispanic/Latino origin includes individuals of Cuban, Mexican, Puerto Rican, South or
Central American origin.

e Race - A person can identify with multiple races and this is a multi-select box that allows for
multiple races to be checked at once.

e Gender - Select gender with which the client identifies.

o Disabling Condition - Select the appropriate response as reported by the client.

e Veteran Status - Select the appropriate response as reported by the client. If you select “Yes” for
Veteran Status here, you will be prompted in the workflow to complete the Veterans Assessment.

e Family - Do NOT enter anything in the “Family” field. ClientTrack will create a household/family
account.

o Relationship to Head of Household - When entering the first client in the household, the system
will default to “Self.” It is imperative this information is entered correctly for ALL household
members. Otherwise, your reports will not accurately reflect the clients and household make-up.

e Address - Add the address where the client currently resides (emergency shelter, etc.). If the
client enters emergency shelter, you should use their previous address.

Adding Household Members

Next you will add any additional household members to include for the program enrollment or services. To
add household members, click on the empty box and complete the row of information (name, birth date,

etc.) for the new household member. You can tab through the fields to complete the required information,
and you can add any number of household members at this time by repeating these steps.

Slients 1 )'r n
Client (ClientTrack- [ I oo B A& st sl (ranea) | ey | S0
@\ Find Client Vana White
- 111982 000-11-0017

i e

- G dembers Bl g 1™
|21 Crsis Call Workflow Intake ok SO =0

W x| Theselected clients family members are displayed below, You may search for existing chients to add to this family or add new chients to the databass te them with this farmly.
Basic Client It's Impor that family members s related to. Family 't always the same as a client's household. According to HUD [a] household Is a single individual or a group of persons who
formaica apply together to  continuum project for asal il it gether in one dwelling unit (or, for persons who are not housed, who would e together In one dwelling unit if they were housed " (Data Manual)

“uchcmnnhlmvd Farnily Members This workflow will allow you to enroll all family members or select which family members you want 1o enroll

o
_dp Add Crisia Call Client Program Enrollment
/ sncien > . .

Family Members (y Fimt Middle Last o g Other Gender, - Birth Date
& > Name » Nemea  Name s Nerme Quelty” & Sorder® & please specify & BrthOete & A Quality® o
| hssesaments >  vana White Full name reported +| | Female . 01/01/1982 T 33 |Full DOB Reported
gcmu- * Pat Sajak “ Full name reported v || Male v] 12/01/2011 T 3 [Full DOB Reported
g Brbtecton ordere 4 |~ SELECT - v [~ SELECT - . [ WA |~ SELECT -
© enolments
N
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Use the section criteria below to find your client. To narrow the search, fill in more than one criterla. Social Security
Number and Birth Date are the best fields to narrow your search

Client
Q@ search

N records found

FestName a LastName s MiddieName + SSN AltemateReference D «  BithDatea  ClientiD ™  Client Type

j’ls

Program Enrollment

The system will automatically conduct a
search for the new household member after
you enter the first and last name. If the new
household member is already in the system,
click on the appropriate name in the search
list that appears in the new window to attach
the existing client record to the household. If
the household member is a new client, click
on “Cancel” in the search window and
proceed entering the new household’s
information in the required data fields. Click
“Save & Close” when finished adding
household members.

Programs vary in their data requirements and ClientTrack will prompt you through the workflow to collect

all of the required HUD data elements for your specific program. Please note that all fields with an asterisk

* are required data fields and you will not be able to proceed in the workflow until all of the required

information is completed.

-

Clients

T . [ — -
Vana White A

1/1/1982 000-11-0017
=& HUD Program Enrollment

Q‘ Find Client

%I“ Intake

217 crisis Call Workllow

Intake

) 2utumn Gale (Training) | Help | Sign ut

=gy 2%

Salact the Program you are enrolling the client into. ClientTrack will display a list of chents in the client's family. Please select all the clients you are enrolling

Basic Client
Information

CASE MANAGEMENT

3‘ Client Dashboard Fam et
Household - Excerpt from the HMIS Data Standards Manual ‘A housel
2, Add Crisis Call Client o o

Program:*

My Fake DV Shelter +|%

% 8 SIMGIE MAMGUS] Of 3 GIoUD Of Pereons who spply together to a continuum project for assistance and who live together in one dwrelling unit or, for

sre not housed, ogether In

L=

/ Ediclient
2, Family Members
71 Assessments

(I3, crimes

557 Protection Orders

# Program Enroliment

Project

Mame & Gender

White, Vana Female

sajak Pat ke

Restr

€ Enoliments

2 services

2, Referrals

1 case Notes

. crisis calls

Fﬁ_& Goals

217 Paused Workllows

Entry Date &
09/07/2015 [
09/07/2015 T

lling unit f hey

Relationship to
Head of Housshold &

Self
Son

Case Manager 9

Autumn Gale

L]

Autumn Gale

@

# Restrict to Organization
Restrict to MOL/Info Release

iction:*

Select your “Program” with the drop down box and then select which household members to enroll by

clicking on the box beside the client name. If a check
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enrollment screen (as seen below), the client will be enrolled in your program. You can de-select a client by
clicking on the check mark beside his/her name to remove the check mark and ensure the client is not
enrolled.

Remember to change the Enrollment Date if you are back dating the information. To ensure
accurate data quality, enter all client data in a timely manner.

If you do not find your program option when enrolling a client, cancel the workflow by clicking the
black “X” in the workflow screen found in the upper left-hand corner and please notify IHCDA immediately at

DVHelpDesk@ihcdaonline.com. Program information must be set up in the system before you can begin to
enroll clients.

Universal Data Assessment

Complete all the required data fields indicated by an asterisk * and click “Save” to continue.

Clients )xCIlentTrack'" 5 M 2utumn Gale (Training) | Help | Sign out
@, Find Client ﬁa Vana White
= ’ ~ 1/1/1982 38
- =& Universal
217, Crisis Call Workflow Intake €
= "nox Complete the information below related to the selected client’s housing status and other relevant information.
CASE MANAGEMENT @ Basic Client
I T fosation Defauit Chent’s Last Assessment &
(@i tient Dashboer Family Members
5 ) . 7/2015 7
| Add Crisis Call Client Program Encosment 09/07/2015 [
33
Edit Client i -
Z > pivecs White + ey
3, Family Members e * Autumn Gale oY
] Aiaats | © Patsejok < * My Fake DV Shelter
— Category 1 - Homeless .
B cimee
Client Location - Select or enter the CoC code assigned to the geographic area where the head of household is staying at the time of proj defaulted 10 the program’s a workflow.
| & Protection Orders
Filter Client Location ( indiana
© Enroliments + Indiana Balance of State .
é Services. > Prior Residence - Identify the type of residence and length of stay at that residence just prior to (1.e., the night before) program admission.
& Referrals Residence Prior to Program Entry:* | Place not meant for habitation (e.g., a vehicle, an building, or anywhere outside) v
-
.j. s et Length Of Stay:* | More than one week, but less than one month v
/.b Goals of . Inthis slong b dition,  or not Hover over the help icon to see
Ve instructions from the HMIS Data Manual for each of these fields.
SE Paused Workflows
I + [No e
* [1 (homeless only this time) Ve
" o x
Homeless Status Documented:* |No v|®
Ple: or not the client i 1f 30, you will be abl health for the client
* Yes
Mote on Exiting Sources - If a client had an insurance source bt no longer has it Please enter an end date and update the status appropriately
u s
2 Tea Frimary Status' & RessonNo® & SistDsea  EndDsa Restcten @ -
* Medicaid - Active . o1/01720m 3 = Restrict to Organization vl
— SELECT - - — SELECT - + =2 = -SELECT-
ver
* @ Restrict to Organization (7]
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Definitions of Universal Data Requirements

» Assessment Date - Date the assessment was completed with the client (field will auto-fill with today’s
date).

¢ In Permanent Housing - Select “Yes” or “No” if the client is in permanent housing. This question is
only asked for CoC, ESG, and SSVF Rapid Re-Housing clients.

+ Housing Status - Choose the appropriate category for the housing status of the household. This is
based on the household’s housing condition just prior to project entry. More extensive definitions can
be found by clicking on the blue information circle located in the upper right-hand of the screen beside
the printer icon.

¢ Residence Prior to Program Entry - Identify where the client was staying on the night before the
client is enrolled in your program.

+ Length of Stay - Identify the length of stay for the residence prior to program entry.

+ Time on Streets, Emergency Shelter, or Safe Haven - Data in this section are used along with
disabling condition to determine whether or not a client is chronically homeless. HUD strongly
encourages HMIS users to just ask the client for the information and record the client’s answer.
Attempting to tie each individual response with definitions or documentation requirement is not the
attempt of this question.

¢ Health Insurance Assessment - Complete the required information pertaining to the client’s
insurance status.

Barriers Assessment

To select a barrier, click on the drop down box for “Barrier Present” and change the status to “Yes.” The
system defaults “No” for all barriers. Complete any required fields that appear after selecting that specific
barrier. Please note that the date identified is the program enrollment date - the date the client presents to
you and qualifies for enrollment. It is important to keep in mind that clients must have at least one barrier

-

T - [ EE— Waesn st [ s
@, Find Client @ Vana White
1171982 38
%‘;almdw
211 crisis Call Workflow Intake sbtrenkionrermanprin L IO B =]

W x| Usethisformto identify whether a client has each individual barier of not. The Clients last assessment is displayed as a default. You may, optionally, click about
records or click y ]

Clients

CASE MANAGEMENT Basic Client
Information
“.. Client Dashboard

Family Members
[ 3 Add Grisis Call Cient Program Enrollment | Assessment Active
/ Edi client >| © vanawhite - Identified Date:*  09/07/2015 78
& Family Members > Assessment ”
] Assessments. > T
‘ Crimes. 5
1
| &7 Protection Orders |
© envolments I
& Services 2 |
& Referrals I
j CassNotes l Pat Sajak
/, Goals

Barriers / Special
Neads ier Receiving Services / Condition s Documentation of the disabilty and severity on
Present? a Treatment & Indefinite a file &

No

Explanation &
Domestic Violence
Income No

Education No

Developmental
Disabikty
Orug Abuse
HIV/AIDS

Crimes No

Legal No
Mental Health No

No

Transportation

0909696»§

S 888 3 &8

Physical Disabikity
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to be eligible for some programs (such as Permanent Supportive Housing). If no barriers are present at
enrollment, select all barriers and leave the “Barrier Present” status as “No” and click “Save & Close.”

Domestic Violence Assessment

Complete the required information for the Domestic Violence Assessment. Please note that if domestic
violence is reported and you select “Yes” for “Domestic Violence Experience,” you will be prompted
for more information. Click “Next” to proceed in the workflow.

| 3+ Add Crisis Gall Client Program Enroliment

/ Edit Client > Vana White
m Family Members. > e
J > i:ren;'rst!:peclsl
g Crimes & Domestic Vidknce
g Protection Orders : Income
@ enon q Education
&) Crimes
S Services 30
O Legal
&, Referrals I
- ) Transportation
3 Case Notes l Pat Sajak
/s Goals
11 Paused Workflows

Victim Information

Domestic Violence - This is where you put in your additionsl Help

Interview Type:

Physical
Sexual
Psychological
Stalking:

Human Trafficking:

Weapon Used
Assoclated with DV - Alcohol
Associated with DV - Drugs:
Length of Violent Relationship:
Sexual Assault
Sexual Assault Type:
Assault Type
Sexual Loc o
Length Before Contact:
Survivor History

Survivor of Incest.

Other Child Sexual Abuse:

Assessment :*
s client a victim of domestic violence:*
When Exp Occurred: *
Victimization Date:*
Victimization Type:
Age at Time of Incident:
Interviewer :

Assessment Description :

Default Client's Last Assessment

09/07/2015 3

Yes

Within the past three months
09/07/2015 [

Primary Victimization

23

Autumn Gale Gy
Initial Intake

@ InPerson
o Phone Call Only

]

~SELECT - *
Yes, By Abuser v
Yes, By Abuser v
Under 1 Year v

~ SELECT -

- SELECT - M
- SELECT -

- SELECT - M

[

s * i s
Clients i ClientTrack~ [l M sc=rc' Q L utumn Gale (Training) | Help | Sign out
@, Find client Vana White
1/1/1982 38

] ntake

EE Crisis Call Workflow Intake
W ox o - 5
Domestic Violence Assessment of victim Other information and Offender's Relationship to Victim: Legal / Crima Infarmation
CASE MANAGEMENT Basic Client
Information DOMESTIC VIOLENCE ASSESSMENT OF VICTIM @

i itent Dashiboard Family Members Domastic Viclence Assessment

g |4 B

Page 22 : Updated 10.9.15



CLIENTTRACK USER MANUAL

Domestic Violence Assessment Continued

Complete the requested information, noting that all fields with an asterisk * are required data elements.

Click “Next” to proceed in the workflow.

-

Clients

Yictienttrack- |8
@, Find client & Vana White

1/1/1982 38
2.{ ntake

M 2utumn Gsle (Training) | Help | Sign Out

| 217 Crisis Call Workflow Intake
nox
Domestic iolence Assesament of Victim
CASE MANAGEMEN Basic Client
Information OTHER INFORMATION AND OFFENDER'S RELATIONSHIP TO VICTIM @
Glient Dashboard
éﬂ Family Members o
2, Add Crisis Call Client
L& R Child Abuse: @
[/ Ednclent 3| © vanawhite - Physical Abuse: @
& o S > P———" n Psychological Abuse: @
—— Child Witnessed Abuse:
I Asgcaaments > Meeds Abuse through Neglect
E e @  Domestio Viclnce Other Type of Abuse: | Harassment .
| 5 Protection Orders } Income Offender's Relationship to Victim
o Enroll ‘ Education Relationship to Victim: Intimate Partner A
Crimes.
& sericms 3 |
Legal
& reterais } P
"1 case totes Pat Sajak B
h Goals
SE Paused Warkflows

Legal / Crime Information

-

e

You will come to the last screen in the DV Assessment. Click “Finish” to complete the DV Assessment as

seen below.

fte ¥~y
Clients X iclientrrack- [ A= &3
@‘ Find Client Vana White
11111982 38
[ 2] intake
i1 crisis Call Workflow Intake
" ox ©
Domestic Vicknce Asssasment o Vit Other Information and Offendar's Relstionsh 1 Vietm
CASE MAN NT Basic Client
Information LEGAL / CRIME INFORMATION @
g Clant Dashourd Family Members | C
4 er p
|} Add Crisis Call Clent Tl - :
/ Edicclient 2| © vana White ~ Yes .
&4 Family Members 3| © Assessmont " Yes 0
e ] N :::‘d':"sﬂ'dll Signer of Report : | Vietim -
e Legal / Resalution - Please check all that apply.
n Crimes. Domastic Violance
Criminal Complaint Filed
557 protecton orders p e B
o Em ‘ Education Convicted:
Crbrm Civil Resolution:
a Services > | - No Legal Resolution : @
Restriction:* ® Restrict to Organization
& feferrals : Transpartation Restrict to MOU/Info Release
hl Case Notes Pat Sajak ¢
/s Goals
3] Paused Workllows

AR wutan Gale (Training) | Walp | Sign Out

.
Legal / Crime Information
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Financial Assessment

Complete the status for “Income from Any Source” and “Non-Cash Benefits from Any Source” with the
provided drop down lists. If the status for either of these financial sources is “Yes,” you will be prompted to
provide more information on the “Type” (definitions on below) of income/benefit and the amount (enter
monthly amount) with the list that appears below the status after selecting “Yes.” Please note that Non-
Cash Benefits will appear below Income and you will need to scroll down to input that information.

Also input any income a child may receive (i.e., SSDI) on the head of household’s income/benefits
information. You will not complete a Financial Assessment for children in the household.

T dp; a p——
Client i ClientTrack™ ﬂ earch A e (T MHelp | Sign out
@, Find Clent Vana White
1/1/1982 38
gﬂ Intake
Universal Data Assessment b Domestic Vioknce A ment of Viet . e and Sources, Non-Cash Benefits ] DAl ™e
217 crisis Call Workfiow Intake Sig o2
W x| Indicate below the client’s sources of monthly income, non-cash benefts and expanaes
ShachT Basic Client The following instructions are quoted from the HMIS Data Manual
Information * When a client has income, but does not know the exact amount, & “Yes® response for ind the specific source, and the income amount should be estimated.
“g Client Dashboard + Income received by or on behalf of a minor child should be recorded as part of household income under the Head of Household, urdovsthefodoral funder i the
@ Fomily Members Income should be recorded a theclient eve fr heads of household and adult ousehold members. Projecta may choose tocollctthia information fo il household members including minor chikren, 8 ong 83
o
\, Add Crisia Call Client acourate funder Projects collecting data through client interviews should ask clients whether they receive Income from each of the sources listed rather than
|4 Program Enrollment ks disbipiiipabasotortngatng epbision
Bt + Incoma data should ba recorded only for sourcas of income that e current as of the nformation daa (1. have not been speciica nated). As an exampla, f a client’s employment has bean terminated and the
it Client >| © vana white ~ client has not yet secuted addi * As a furthar example, & clont's most recent paycheck was 2 weeks ago from  job n which the lient was working
fulltime for $15.00/hour, but the client s currently working 20 hours par week for $12.00 an hour,record the Job the clent has at the time d flacted (1.0. 20 hours at $12.00 an hour)
& Family Members > © Assessment «
] Aaesarnts 3| @ Baers/ Specil
. Needs Defaut Last Assessment |
k Crimes Domestic Violence
| 557" Protection Orders Income
o E | Education * 09/07/2015 [
Crimas Yes .
(8 service ji .
&, Referrals I
Transportation
I Income
j CGase Notes Pat Sajak <
[. Goals
@ Type & Description & Aoritl Restricton @ &

%E Paused Workflows ‘ Eamed income (1 ¢, employment income) Parttime employment $800.00 [Restrict to Organization . n

Unamploymant insurance Restrict to Organization ¥

Supplemental Security income (881) Restrict to Organization

Social Security Disability Income (S801) Restrict to Organization

Veteran's Disability Payment Restrict to Organization v

Private Disabilty Insurance Restrict to Organization

Workers Compensation Restrict to Organization

Tamancans dssiatanca for Nandy Fanylas (Tl Reatriet 1n

"Count/Total Monthly income 1 9800.00

Definitions of Sources of Income
¢ Earned Income - Employment income

*  Private Disability Insurance - Income received from private disability insurance

¢ Unemployment Insurance - Unemployment benefits from the State

Worker’s Compensation - Income for an individual who has been injured on the job

* Pension From Former Job - Income from a private employer or military retirement pay

¢ Supplemental Security Income - A federal program providing additional income for older and
disabled individuals with little to no income stream

* Social Security Disability Income - A monthly compensation to individuals who can no longer work
due to their medical conditions

* Retirement (Social Security) - Income payment provided by government for individuals who qualify

e Alimony - Income received for spousal/partner support
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Definitions of Sources of Income Continued

e VA Service-Connected Disability - A benefit paid to a veteran because of injuries or diseases that

happened while on active duty or were made worse by active duty

« VA NonService-Connected Disability - To assist wartime veterans in need whose non-service-
connected disabilities are permanent and total preventing them from following a substantially gainful

occupation.

e TANF -Temporary Assistance for Needy Families

e Child Support - Income received from one parent to another to care for children

e Other Income - Any income not previously listed

-

Clients

Q‘ Find Client
] ntake

217 crisis Call Workflow

Yctenttraci- |
& Vana White
1/1/1982 38

Intake

Description =
Basic Client
Information

CASE MANAGEMENT

i Client Dashboard Farnily Members .

|3 Add Crisis Call Client Program Enrollment

Vateran's Pension

/7 Editclent

mrmm

W

Vana White

Assessment

v

Other Pension
Child Support

Alimony or other spousal support

| Assesaments

g Crimes

|5 Protection Orders

Barriers / Special
Needs

v

Domestic Violence Count/Total Monthly Income: 1

o Enrollments Non-Cash Benefits
(4 servons >
&, Referrals

"1 caseHotes

h Goals

11 Paused Workflows ]

Legal Type & Description «

[ i Program

Transportation Stamps) SNAP

special

Pat Sajak <
Veteran's Administration Medical Services

TANF Child Care Services
TANF Transportation Sarvices
Other TANF-funded Senvices
@ Section 8, Public Housing, o Other ngoing Rental Assistance
Other Source
Temporary rental assistance
Count/Total Monthly Income: 1

® Restrict to Organization @
Restrict to MOU/Info Release

Restriction:*

Month
Amount &

$800.00

A utumn Gale (Trsining) | Help | Sign out

" Restriction @ «

Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization

Monthly ’ .
oW restizton @

$220.00 | Restrict to Organization - 0
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
Restrict to Organization
22000

-

[ Save and Close

Definitions of Non-Cash Benefits

¢ Food Stamps/Money for Food on Benefits Card - Monthly payments issued by the government to

persons with low income that can be redeemed for food at stores.

*  Special Supplemental Nutrition Program for Women, Infants and Children (WIC) - A program

geared toward supplying nutritional food for at risk pregnant women and their families.

¢ TANF Child Care Services - Child care funding assistance
¢ TANF Transportation Services - Transportation funding assistance
¢ Other TANF Funded Services

» Section 8, Public Housing or Other Rental Assistance (PSH) - Low- and moderate-income housing

subsidized by the federal Department of Housing and Urban Development.
o Temporary Rental Assistance (RRH) - ESG rental assistance

e Other Source - Any source not previously listed above.
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Adult Education Assessment

Complete the required information on the Adult Education Assessment. An education assessment will be
prompted for each adult and child in the household. Click “Save” to continue in the workflow.

-

Clients

Kctenttrack- [

@, Find Client

g Intake

27 crisis Call Workflow

CASE MANAGEMENT

& Vana White
1/1/1982 38
Intake

Basic Client

Indicate if the client is enrofled in an education o training program of working toward a degree at the time of assessment.
Grads Completed. If the client has completed 3 high school diploma or above, sslect the secondary education degree(s) the client has eamed

A sutumn Gale (Trsining) | Help | Sign out

=
Seloct Highast

Indicate if the client has completed

g of received an

Information Defaul Client’s Last Assessment o
0“ Client Dashbaard Family Members
Assessment Active
| 2 Add Crisis Call Client Program Enrollment
Assessment Date:*  09/07/2015 (8
Edit Client ~
/ >| © vana White Currently in School / Working on Degree:* [No .
&Fmﬂym > Assessment ~ Received Vocational Training/Apprenticeship * |No .
A Barriars / Spacial Highest Grade Completed :* | High sehool diploma v

J N o ighest Grade Completed :* [Hig ]

eed Attendance Status: | Graduated from high school *
(I3, crimes Domastic Viclence

o — Secondary Education -+ WNORe 4
@ Protection Orders Assaciates Degree
&  Eduoation Bachelors

o Enroliments. I Masters

Crimes Doctorate
(&, servioss AL Other graduate/professional degree

ogal ihey sraduste/pratess e
& Hals I Restriction . ® Restriet to Organization

- | Transportation > Restrict to MOU/Info Release

:l Case Notes. Pat Sajak <
A Goals
%E Paused Workllows

Crimes Assessment

Complete the requested information, noting that all fields with an asterisk * are required data elements.

You may also click “Skip” if the data is not collected or required.

ients X :
Clients ClientTrack~ S Al Q ‘mmadom-ww Help | Sign Out
@, Find Client @ Vana White
111982 38
ﬁlmﬂw
v L TSR =]
217 crists Call Workflow Intake |ig 09
W x| Toaddoredta domestic violence crime for which the current client is identified as the victim, enter Select g P splay. Select Vietim for
the offender. Select the Crime and Amended Charge If applicable. Select a VOCA Victimization Category for VOCA reporting. y this s th for this chent on the incident date
CASE MA! T © Basic Client Select a Statu if applicable. Enter any
Information
i A Assessment Active
“g Client Dashboard @ Family Members
“} Add Crisis Call Client Prograon EivoNent Incident Date:*  09/06/2015 T3
Abuser* John Doe
/i Client >| © Vanawhite - >
Offender Birth Date
&F‘""m [ O Aveensmarn ” Relationship to Victim: | Intimate Partner ¥
1 > Barriers / Special Crime:* | Domestic Violence v
Asseatronte Neods
— ~ VOCA Victimization Category:* | D. Domestic Violence v
B Dodiestio Vicience Primary Victimization: @
| & Protection Orders @ Income Repeat Victim:* [No .
°‘E s &  Education Comments
Crimes
(S servom >
Legal
& Referrals I
| Transportation
j Case Notes Pat Sajak <
2o Goals
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When you enter the “Abuser” name, the system will automatically conduct a search for the person in the

system. If this person is a new “Abuser,” you can click on the “Add New” button to add the new name to
the database. Complete all of the required information and click “Save” to save the person’s name to the

database. When finished adding information to the Crimes Assessment, click “Save” or “Skip” to move

forward in the workflow.

b SO Tl

Use this form to search to find the offender for this crime. You can use the following fields to narrow the result set of the
search

Add Offender

No recards found

Middie Name

Legal Assessment

x

|0 009

e* Doe
e* John

01/01/1978 T3
‘

* Restrict to Organization
Restrict to MOU/Info Release

Complete the requested information, noting that all fields with an asterisk * are required data elements.

You may also click “Skip” if the data is not collected or required.

Do You

How Many Day:

Lagal Notes - Please

her Legal Information y: should be aware of

egal Description Notes

® Restrict to Organization
Restrict to MOU/Infe Release

Restriction :*

Clients K o B
Clients JiclientTrack-
C\‘ Find Client "a Vana White
N 1/1/1982 38
%-_G Intake -‘
217 crisis Call Workllow Intake
wox
SE MANAGEMENT Basic Client Detault Last Assessment |
Information
i o Assessment Active
(i Client Dashboard & Family Members
Date of . 15
| 3 Add crisis Call Client & Program Enraliment ate entt 09/07/2015 [
Assessment D\ on:
_/ Edit Client >| & vana white o
m Family Members >| © Assessment “ Legal Situations - Are you currently involved in any of the following legal stuations?
}A 3| ¢ mv‘msn-m\ Divarce:
= Eviction:
Crimes i l
B | QR
557 Protection Orders & Income
© Envolimenms Edueston
&  Crimes
é Services >
Lagal
2, Referals
I Transportation
j Case Notes Pat Sajak <
/_. Goals
S-E ey Other Legal Questions

) 2utumn Gale (Training) | Help | Sign ut

Sig a2
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Transportation Assessment

Complete the requested information, noting that all fields with an asterisk * are required data elements.
You may also click “Skip” if the data is not collected or required.

Clients )nChenﬁTrack'" M 2vtumn Gele (Training) | Help | Sign out
@, Find Client & Vana White
111982 38
SE Intake.
= « Domestic Violence C egal Assessment b | = SO NDe
217 Crisis Call Workflow Intake b A=A
= "% Transportation Assessment
CASE MA Basic Client
P nfermeten Dol Gher's Lt Assessment® |
< . & Family Members
s Assessment Active
B
| AGRsE Gt Cherk Program Enroliment
ment Date: | 09/07/2015 T
Edit Client i -
/ 2| © Vana white Primary Transit Means: | Own Vehicle .
amily Members Assessment 5
& R 2 9 Vehicle - In the section below, enter details about the client's vehicle if they have one.
i &  Bariers / Special
Assessments > Needs Vehicle Ownership: | Own .
nemnn Domestic Violence Vehi ke: ' Honda
ehicle Modet
z & Vehicle Modet:  Civic
Vehicle Year: 2002
Education
© envotments Vehicle Description: [areen, four door sedan.
Crimes
(D swo >
® Legal
& Referral Vehicle Condition In need of repair »
Trsnsporsion Vehicle Condition Description
:‘» Case s Pat Sajak ¢
h Goals Registered State: |IN v
&EP  Workik License Plate Number: [GHIT11
Insurance Company:  State Farm
Insurance Renewal Date: 11/01/2015 [0
S S
Drivers License - f the client has a driver's license, please enter this information in the section below. If they do not have a driver’s license, skip this section
License Number: 000-01-0000
State: [IN v
License Expiration Da 07/16/2017 [
Rest: n:+ & Restrict to Organization o
e

Universal Data Assessment for Child

Complete the required data elements for the child on the HMIS Universal Data Assessment. You will notice
that the child’s assessment does not require as much information as the adult’s assessment. Click “Save”
when finished with the assessment to continue in the workflow.

Clients

@‘ Find Client
52 Intake

217 crisis Call Workflow

CASE MANAGEMENT
(@i lient Dashboard
:_'?, Add Crisis Call Client
[/ edicient
8, Family Members
| Assesaments
I, crimes
| Protection Orders
© Enoliments
2 services
(2, Referrals
/» Goals

%Er’-mwmm

T Kctienttrack- g B 2 e
&% Vana White
1/1/1982 38
Intake . T
W x| Complatethe ralated 1o the selactad chient’s housing st relavant information
Basic Client
Elcmens Defauh Chens Last Assessment 9
Family Members
Asses nt D * C
Program Enroliment sessment Date:* | 09/07/2015 [3
> Age at Assessment:. 3
Vana White ‘ Assessment Type:* |Entry .
2| © PatSajak ~ Assessor:*  Autumn Gale .
5 + yS— Program:* | My Fake DV Shelter .
Housing Status: | Category 1 - Homeless .
Ple: indi or not the client is ¥ insurance. If se, you will be able to record health insurance sources for the client.
Health Insurance:* [Yes .
MNote on Existing Sources - If a client had an insurance source but no longer has it Please enter an end date and update the status appropriately
>
+ .
0 Typea Primary Status® & Reason No @~ Stantpate & EndDste & Restiiction ) &
Fl Combined Children's Health Insurance / Medicaid Program *| ® | Active . og/01/2014 1 | T Restrict 1o Organization v oa
— SELECT - vl o -sELECT-* B = - sELECT- v
Ves
Restriction:* ® Restrict to Organization 9
Restrict 1o MOU/Info Release ‘_\ .
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Barriers Assessment for Child

Complete any barrier information for the child you are enrolling. If no barriers are present at enrollment,
select all barriers and leave the “Barrier Present” status as “No” and click “Save & Close.”

Clents *] Nictientrrack- A s . S0
@, Find client éa Vana White
1/1/1982 38
&Emake
e
| 217 Crisis Call Workflow Intake d -
W x| Ussthis formto identify a cisnt hiss sach ndivi oot The Clients Gisplayed a3 3 default. You may, optionally, i i to view i ot the defauited
records or click View Barrier History to review all previous barriers
CASE MANAGEMENT Besic Client
Infarmation
o Dotbond Faiy Mot iiinid
|_» Add Crisis Call Client Program Enrollment | Assessment Active
/it Gt >| & venawhite ‘ Identified Date:* |09/07/2015 [
&me 3| © PatSaisk -
jmm > + Assessmant ~ - Help  Barrier Receiving Serviees / Condition is Documentation of the dissbilty and severtyan L L Previous Barrier
et a Prasenty & Treatment + Indfinite & e x plnaion Detals
® Barlers/ Special
gcnm ‘ Needs Alcohol Abuse @ No v L
| &5 Protection Orders ‘ DomesticViolence  |® Chione Healtn @ No v = -
OE"“’"""“ ) Child Education & By @ Mo v O ®
- Drug Abuse @ No . O @
& servere >
” HIV/AIDS ] No v 'l
(&, Referrals ,, Mental Health 9 N . O "
j Case h " Physical Disabilty (7] No v Ll
/s Goals
217, Paused Workflows

Domestic Violence Assessment for Child

Complete the requested information, noting that all fields with an asterisk * are required data elements.
Click “Next” to proceed in the workflow.

-~

Clients

JClientTrack- .“ h = A& o o (1) | el | sionou
@, Find Client Pat Sajak
> & |ww7mj‘ 253 Q

,.t'z Intake
217 Crisis Call Workflow Intake
"
b Domestic Violence Assessment of Victim Other Information and Offender's Relationshvp 10 Victim Logal 7 Grime Information
MENT asic Client
Information DOMESTIC VIOLENCE ASSESSMENT OF VICTIM @

@ Client Dashboard Family Members Domastic Violence Assessment

N
) Add Crisia Call Client Picoram Evolmant
/ EditClient > & white, vana :

Assessment Active
2, Famiy Members 3| ) sajak. Pat .
Vietim Information

| Assessments D] O Assersment -
= Bartiers / Special 09/07/2015 [
‘0"'"" Needs « [No v
‘ Protection Orders Domestic Violence 09/04/2015 [
° Enroliments | Chil Education ation Type: | Secondary Victimization ¥ |

Age at Time of Ir 3
(S servees > p ,
& Referas Assesament Description
j Case Notes Domestic Violence - This is where you put in your additionsl Help
Interview Type: In-Person

/> Goals Phone Call Only
211 Paused Workflows

Physical

Human Trafficking

Weapon Used: |~ SELECT - *
phol: |~ SELECT ~ L4

Associated with DV - 2

[
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Domestic Violence Assessment for Child Continued

|

Clients

)'A'CllemT(ack" - | A1 [ j a |

@, Find Client Pat Sajak
5 & |)/|/',7(||J| 253 A

AR Autumn Gl (Training) | Help | Sign Out

1 case Notes

Restrict to MOU/Info Release

27 intake
- - =
217 crisis Call Workflow Intake e RO AR
"ox B
Domestic Violence Assessment of Victim Other Information and Offender's Relatonship to Victim Logal / Orir
ASE MANAGEMENT Basic Client
Information OTHER INFORMATION AND OFFENDER'S RELATIONSHIP TO VICTIM @
Client Dashboard
0\‘ Family Members e
| Add Crinia Call Client Pioarem Eiolmant
/ Ednclient >| & white, vana ¢
8, Famity Members 3| ' sajak Pat «
] Asssssments > ©  Assessment ~
k"""“' Rorsies t Spucal Other Type - SELECT - .
‘ Protection Orders Domestic Viclence Offender's Relationship to Victim
° Enroliments | Chikd Education Relationship to Victim: | Other Family Member *
1S v 4
lie )7 "
Client 1 JiclientTrack il B A e aal o) | e | s ow
Q‘ Find Cllent & Pat Sajak A
9B 12/1/2011 253
i) Intake
- a0 ™
217 crisis Call Workflow Intake i R L
"ox .
ol Vietim Logal/Crime Information
CASE MANAGEMENT Basic Client
Information EGAL / CRIME INFORMATION °
0‘ Client Dashboard Al Mambe
4 amily Members Logel information - Enter the fegsl information relative 1o tha specific victim situstion balow.
| e te Gad e Pnge R ba Law Enforcement Called: | Yes .
/" EditCllent >| & white. Vana ¢ ¢ Arrested: [ Yes .
EFWW > Sajak, Pat o Ident Report Filed :  |Yes v
1 8 & e 2 Signer of Report: | Vietim .
= Bariers/ Special | Logal/ Resolution - Pease check il that apply
hedmn Needs
Criminal Complaint Filed
| 43" Protection Orders Domestic Violence Went to Court
° Enroliments ® Child Education
‘s Services > @
&Mﬂdl « ® Restrict to Organization 7]

Child Education Assessment

Enter the “Highest Grade Completed” for the child, and then select if the child is “Currently Enrolled in
School.” The built in logic may require additional information depending on how you answer the
questions. Click “Save” when completed.

ents ab? [ EE—
Clients )ACllenﬁTrack" M 2utumn Gsle (Training) | Help | Signout
@, Find Client & Vana White
= 4B 111982 38
7] intake
- C 1 AR Ml ]
217 Crisis Call Workflow Intake e AU
= W x| Indicate if the child is currantly anrolled in school at the time of assessment. If the child is encollad, select the type of school and enter the school name. If tha child is not enrolled, enter date of last envollmant and reasons
why the child is not enrolled. Enter any additional comments.
GASE MANAGEMENT Basic Client
e nfermetin (Dot Lot Assessmrt |
(@i Otient Dashboer & Family Members
s Assessment Active
| Add Crisis Call Client Program Enroliment
e * 09/07/2015
t Client
/ & >| © vana white < Highe + | Nursery School to 4th Grade v
&, Fomily Members >| © Patsajak B Current Envoliment Status -+ ® Yes
No
1 Assessments B [ Comm— - Don't Know
i Refused
o Barriers / Spacial
Needs Type of School: | Public School v
gﬁmm‘ ®  Domestic Violence Preschool Prep
° o Child Education Connected with McKinney-Vento School L > [No v
Comments
(S sevioss >
& Referrals Restriction : @ Restrict to Organization 2]
Restrict to MOU/Info Release
j Case Notes
1. Coals
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Completing the Intake Workflow

Clients X Yichentirack- ! Once you have completed the required entry
3] i £ AN assessments for your client and household
%’ﬁ: Intake _ . ..
233 G ot worktow intake Vouie done! members, you will be prompted to “Finish” the

Al required steps have been completed.

workflow. If the workflow is complete then click
“Finish.” You will then be directed back to the

CASE MANAGEMENT Basic Client 3 Finish
Information Close the workflow

@i Client Dashboard Family Members.

b risis i ) .
5‘“‘” folten Program Envolment head of household’s client record and you can see
Edit Client Vana White <
28 Famiy members Parsajak . the new enrollment under the “Enrollments”
gm section on the client record.
Crimes

If you need to go back and change information entered in the workflow prior to finishing, you can click on
the specific section of the workflow you wish to return to in the workflow window that appears in the
upper left-hand corner of the client record (outlined in red above). Clicking on the link beside the green dot
will take you to that specific section of the workflow where you can edit information.

Pausing a Workflow

You may also “Pause” a workflow by clicking on the pause button located in upper right-hand corner of the
workflow window beside the black “X” (outlined in red above). The black “X” will delete the workflow. The
pause feature will allow you to pause the workflow at any time so you can return to it later.

-

Wclenttrack- e e
@, Find client &% Vana White

1171982 38
Elm:ke

217 crisis Call Workdlow

Clients

Displayed balow are the workflows that have baen started for this client. To resume a workflow, choose the Resume option. The Restart option will open the workflow as if you just started it, but will bring up the data you already entered.

CASE MANAGEMENT

Workflow: |- SELECT —
(g« Clent Dashboard e
Show Finished

| Add Crisis Call Client @ s

[/ ana >

&G Famiy o — — P
]u“m b Q HMIS 2014 Program Data White, Vana 09/14/2015 09/14/2015219PM

I Resume
(I3, crimes
@ Restant

? esction Crers K Delete Paused Workflow
© enoliments

2 services >

(2, Referrals

1 case Notes

E=—1

To resume a paused workflow, click on “Paused Workflows” at the bottom of the list of case

1 vesut found.

management tools located on the left-hand side of the client record. Then click on the blue play button
beside your paused workflow to select “Resume” in the drop down. This will take you to where you paused
the workflow and you can finish your program enrollment.
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ADDING SERVICES

After completing an enrollment for a client, you can document services associated with the program
enrollment with the “Services” link located in the list of case management tools on the left-hand side of the
client record. This will open the Services window where you can “Add New” services or manage current

services.

Clients X )}CI:eanrack‘~ . XN B A Autumn Osle (Training)  Help | Sign Out
@, Findcl

i R
47 intake

£ crisis Call Workflow

ASE MANAGEMENT
wulnmi\burd
- Add Crisis Call Client

/" Editclient

8, Fomily Members

v v

4 August, 2015 (1 Services)
ir:)

L JOFTR R T=1

Tha cliant's service history displays below. To record a sarvice, click Add New, To record mutiple services, click Quick Servicas. To edit or view an existing service, click Edit next to the record,

e addbew () Quick Senvices

1 result faund

Date ¥ Service a. Undts § Total = Organization

08/09/2015 Cane Management $0.00 My Sample Organization

To document a new services, click on “Add New.” You will see the Services home screen where you select
the enrollment associated with the service and the service provided. You can also enter units (1.00 unit =
one hour of case management or a bus pass) to track costs. The comments section can be used for
reminders; however, this is not an area for case notes. Case Notes will be covered later in the manual.

-

Clients

@, Find Client

27 intake

217 crisis Call Workflow

N - [ Ce—
~p—

M 2vtumn Gele (Training) | Help | Sign out
Vana White

111982 38

below.

Income  Family Income  Family Members = Poverty Level

$800.00  $800.00 2 $1327.50

% of Poverty
60.26%

* 09/07/2015 - My Fake DV Shelter v
* My Fake DV Shelter £SG

* Case Management *

“

Location:  [DSI v
Domestic Violence *
09/07/2015 T

1.00
$0.00
$0.00

Autumn Gale

Related Crime/Victimization

Date:*

Unit Value:*
Total

User Performing the Service

Com

Restrict to Organization
® Restrict to MOU/Info Release

Restriction:*
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Please note that services can be tailored to your organization’s needs. If a service does not appear in your
agency’s options, contact the help desk to request that it be added.

When you are finished documenting a service, click on the “Save” button and you will be taken back to the
Services window where you can edit or delete a service you created.

Quick Services

When you need to add more than one service and the services were provided on the same date, you can use
the “Quick Services” option to document all of the services at the same time. The “Quick Services” button
is located beside the “Add New” button on the Services window or when hovering over the “Services” link
in the list of case management tools. With this feature you can add multiple services to a client record at
one time by selecting the “Enrollment” and checking the services with the “Check Box” next to the service
you provided.

|

Clients )'A'Chenﬂtack" A T . | A& s ome Trinng) | o | 3ign o

@, Find Client & Vana White

1/1/1982 38
217 intake

217 Crisis Call Workflow

bl SRR R0

Please address the following
© There are 2 rows in the result set that require attention
ASE MANAGEMENT

WMWM
-

| Add Crisis Call Client Service Scroen:* | Direct Services

s Family Income

> Income  Family Income Family Members Poverty Level % of Poverty

$800.00  $800.00 2 $1327.50 60.26 %

Use the Service Screen list 1o filter services available. You may also filter services available by Orant and/or Provider. Select the services the client has recetved and verify the Units and Unit Values.

* 09/07/2015 [
* My Fake DV Shelter ESG

Ch
~ SELECT - v|w
;571 © auick Services + [09/07/2015 - My Fake DV Shelter ¥
Services
‘ u, Standord Intake Use 5 Autumn Gale 4
Referrals v (st .
R R
v
/& Goals 2ronuta found
%EMW ¥ Sevice' & Unit Type & Unita* & Unit Value® & Total & Help « Restriction @ ~
4 1] Case Management (1)
v Case Management Hours M 1.00 $0.00 8000 Restrict to Organization v o
4+ ) Counseling/Support (1)
¢ Criviintervention Count v 1.00 $1.00 $100 Restrict to Organization v o
200 $1.00 8100
Wsove  Psavesciose X Cancel

Once you are finished adding multiple services click on the “Save & Close” button and you will return to
the Services window where you can view and manage services. Please note that some initial set up may be
required to utilize this feature. You can also tailor your services, so contact the help desk if you need
assistance with the Quick Services feature.
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CASE NOTES

Timely and robust case notes assist you and other case managers at your organization in serving your
clients. Itis extremely important that meetings, calls and other relevant information regarding your client
are properly documented in case notes.

To add case notes, click on the “Case Notes” link in the list of case management tools on the left-hand side
of the screen. Click on the “Add New” button on the upper right-hand side of the screen.

- P E— W o
@, Find Client Vana White

: & 1171982 38
6’,0 Intake

] ®, Clie S gD
£ Crisis Call Workflow SRR =0
The client’s case note history displays below. To create a new case note, lick Add New. To view a case note, click View Case Note next to the record. To preview and print case notes, check the Print box next to one o more case notes, and then click Print
Selected

e AddNew  Print Selected |
" Add Crisis Call Client Bhview Case Note 1 resuit founs

} Edit Client > Date ™ Regarding ~ User & Organization &

@ b ! £ B loonarzms InftalIntake Autumn Gale My Sample Organization
J Assessments. >

I, comes

&5 Protection Orders

© envoliments

(&, senices >

Any case notes created for a client are restricted to case managers within your organization. No one
outside of your agency can view your case notes.

An example of a case note is below as well as an example of a case note with the option to document a
service simultaneously (seen on the next page). Templates can also be set up for housing plans or any other
specific required documentation so it can easily be drafted as a case note. Notify the help desk with any
template requests.

Clents *Ncienttrack- |l e e
@, Find Client Vana White
%ﬁlm y & 1/1/1982 38

L7 crisis Call Workflow

Complete case note Entry Date. Verify the User recording the note. Enter a brief ttle or description for the note in Regarding. Complete the case notein the text editor feld. 1f Read Only is checked, no one will be able to delete or edit the case note unless
the read only checkbox has been unchecked

CASE MANAGEMENT

“u Client Dashboard Entry Date:*  09/14/2015 [3
User. Autumn Gale

} Add Crisis Gall Clent Regarding*  Initial Intake
/" Edncient 3| Template: [Case Note
24 Famity Members b

Case Note
| Assessments

W

v

Client Name: Vana White

k Crimes Case manager met with client to conduet initial intake. Client qualified for program and was enrolled immediately, along with son. Working with school to keep son in same scheol during transition. |
|5 Protection Orders

© enoliments

Once a case note is created, it will appear in a list of case notes on the Case Notes home screen. You can
click on the binoculars beside a case note to review it. You can also select case notes to print by clicking on
the “Print” box located in the far column and clicking on the “Print Selected” button beside the “Add
New” button as seen on the previous page. This will print all of the “checked” case notes.
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Clients R - [ E— | e po—
@, Find Client o BIRTH DATE cuENTID
B &l vanawhite 77777087 38
Intake
® cimcsnoes | LU TR TR A=0d

& crisis call workfiow

CASE MANAGEMENT
(&4 Client Dashboard
) Add Crists Call Client
/" Ediclent
8L, Family Members
_]An-wv-nh
[, comes
&7 Protection Orders.
© enoliments
2 services
& Referrals
/s crisis Calls
/& Gosls

£1] Paused Workllows

Vv Vv

Template: [Case Note v
=

Case Note

Client Name: Vana White

Autumn Gale

User:*

Regarding:*  Initial Intake

Case Manager met with client to conduct initial Intake to determine eligibility.

 Design | €Y HIML @ Preview

ReadOnly: O

Services - Use the fields below to record the services provif

fd in association with the note above.

Default Enroliment:* [09/07/2015 - My Fake DV Shelter v|#

Service* &

Case Management [

[=seLECT -

v,

Units Of Measure* &

[Hours  v|
=

[-sELECT- v/

Unit Value* &

$0.00

Units* &
1.00

Total &
$0.00
$0.00

Ll

X cancel

UPDATE/ANNUAL ASSESSMENT

For clients who spend longer periods of time in your program or to document any changes in your client’s

status since entry, you can conduct an “Update/Annual Assessment” formerly known as the During

Program Enrollment Assessment. This assessment is required if clients are enrolled in your program for a

year or longer, and some programs require more frequent assessments so be sure to check your program

requirements for the Update/Annual Assessment.

The Update/Annual Assessment is also helpful for tracking significant changes to a household - for example

a client gets a job and the income changes or a client receives his/her GED. For your convenience, the

assessment has been developed as a workflow with the following steps:

Click on the blue play button beside your program enrollment;
Select “Update/Annual Assessment” from the drop down list; and

Complete the required assessments prompted by the workflow and save as you go.

> Add Crisis Call Client ’_‘]
7 st 3 | SN gt e
G e s B vone vt
Assessments
i > 2resuits found
n Crimes Encoliment c T 1 Assessment - e
- e o EnrollDate Exit Date s, e i
|47 Protection orders 4 Cument
My Fake DV Shelter 2 09/07/2015 My Sample Organization 09/07/2015. 248
(7] Edit Enroliment Workflow
Oﬂ"* i Edit Enrollment Workfl
B s &1 Add Family Member 1 12/01/2014 08/09/2015 My Sample Organization 01/05/2015 2 236
&, Referals % View Case Members
= (7] Review Entry Assessments i foiad
2 &) Update/Annual Assessment Begin Date Status End Date Enroliment
/& Goals 4] Ext the Envoliment 99/0772015 Actwe My Fake DV Shefter
SE P i 12/01/2004 Inactive 01/08/2018 Transttional Housing
ana's senvices
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The first screen you will be taken to will review the household members and the enrollment. Click “Save”

or “No Changes” in the bottom right-hand corner to continue in the workflow.

Clients 1 )fCIlentTra:k" . X B8 R Auturn Gale (Training) | Welp | Sign out

@‘ Find Client fﬁ Vana White
4B 111082 38
L7 intake
- Bl ™ F
217 crisis Call Workfiow Annual |0
Assessment the Program you are enolling the chient into, ClientTrack will display & list of chents in the client's family. Please select all the clients you are envolling
"o
® Enrolment Program * My Fake DV Shelter @

Ty Household - Excerpt from the HMIS Data Standards Manual*A housshold is @ single individual or a group of persons who apply togethar to a continuum project for assistance and who live together in one dwelling unit (or, for
s Add Crisia Call Client parsons who are not housed, who would |iva togathar In one dwalling unit f they wars housed).”
/ Edit Client >

™ . . . Project B Relationship to
m Family Members 5 Name Gender Age Entry Date & Cone Managn @ Hand of Housshold® &
¢ white, Vana Female 3 o9/a7/2015 [ Autumn Gale Y Self v

_] Assessments > v sk P wale 3 09/07/2015 [ Autumn Gale Uy Son .

B Crimes 2
Reatriction:* ® Restrict to Organization @

58" Protection Orders Restrict to MOU/Info Release
o Enrollments
%, Senvoes >

Universal Data Assessment

You will then review the head of household’s universal data where you can document any changes. Please

note that you can change the assessment date at the top of the screen to reflect the actual date of the

assessment if done at another time. You may also use the “Default Last Assessment”

button at the top of the screen if the data that was entered on the last assessment has remained the same.

-

Clients

):ChentTrack" . ] | a |

18 clhent had an I

AR Autumn Gale (Training) | Melp | Sign ot

L1 RO =l |

@ workflow.

0‘ Find Client & Vana White
111982 38
,.C’E Intake
27 crisis Call Workflow Annual
i Assessment Complete the information below related 10 the selected chent's housing statua and other relevant information
"ox
Enroliment Defaut Clint's Last Assessment w |
White, Vana ~
) Add Crisia Call Client el Aesasnets tDate:* 09/14/2015 [
Edit Client
/ 2|  sojak Pat < Ausessment Type:* | During Program Enroliment ¥
& Fomiy Members > Assessor® Automn Gale 4
] sy > Program:* | My Fake DV Shelter .
‘ Crimes Client Location - Select or enter the CoC code assigned area whers the head staying at the time of I be defaulted to the prog
‘ Filter Client Location (CoC) by Indiana v
Client Location:* |Indiana Balance of State v
Enroliments
° Hoalth Insurance - Please indicate whether of not the client 1f 30, you wil be al health insurance sources for the client

Type* &
v Medicaid

-~ SELECT -

aource but no longer has it P

Is
Primary Status’ &

‘e Active v

v| ~ SELECT - v

vos

* Restrict to Organization
Restrict to MOU/Info Release

Restriction: *

Reason No W a

Start Date & €nd Date &

09/09/2015 T |
m

Restriction @' ~
T Restrict to Organization i
T |~ SELECT - v
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Barriers Assessment

Review the HMIS Barriers and make any changes necessary. You may use the “Default Last Assessment”
button at the top of the screen if the data that was entered on the last assessment has remained the same.
This is a helpful feature if an assessment requires significant data entry. It will populate all of the

information previously entered for you. If no barriers are present at this time, select all barriers and leave
the “Barrier Present” status as “No” and click “Save & Close.”

Clients HD T - [ EEE— - ] & smmoseranen | o | oo
@, Find lient & Vana White
1/1/1982 38
217 intake
217 crisis Call Workdlow Annual =
ssessmel Use this form to identify whather a client has ividual barrier of not. The Clients last assessmant is displayed as a default. You may, optionally, click Pravious Barriers Detail to view information about the defalted
dantity whathar acl ] i Clients | ] foul Iy click ] ( bout the dafs
x| revords orclick View Barier History to review allpravious barrers
Enrollment
b
(o ... -
5
[ 3+ Add Crisis Call Glient - )| Eaacari s
Assessmants
/ Edit Client > \dentified Date:* 09/14/2015 [
T Barriers / Special Needs
B Famty erbors - Pt
] ‘Assessments > | ncon Help  Barrier Recerving Services / Condition is Documentation of the disability and severity on
= | Income Barmier Py Present™ & Trogtment & Indefinte & e & Explanation &
B Crimes | Education ¢ (alcohol Abuse @ [N
Chronic Health
45 Protection Orders [ o Condiion L[
- Developmental
° Enrollments I Loon! — Disabikty 0 (N
Transpartation v Drug Abuse @ [No v
‘s > I v HIV/AIDS '] No
Sajak, Pat ¢
& Relerrals v Mental Health 9 No
*—1 e v Physical Disability ("] No
h Gaals
2] Paused Workflows
P seve Y save s Close

Domestic Violence Assessment

NClentTrack-
& Vana White
1171982 38

Review the Domestic Violence
assessment for the head of

Sajak, Pat <

Domestic Violence -

This is where you put in your additional Help

Interview Type:

|Primary Victimization  *
ot 23
Autumn Gale “

Initial Intake

® In-Person
Phone Call Only
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Annual household and document any
Assessment .- ‘e
nox Domeshc Violence Assessment of Victim Cther Information and Ctender = Relatansh to Victim ChangeS. You may CliCk on the
Enrollment VIOLEN MENT OF VICTIM @
Whie.Vana  ~ | Domestc VidknceAssesmars “Default Last Assessment” button
Annual <
e TR at the top of the assessment to
Bamers / Special Needs
St I populate the client’s information
Income Victim Information. .
J Eisomin Assesament -+ G3714/2015 previously entered. Be sure move
Crimes Is client a victim * Yes v .
[ e - [Within the post three months . through the entire assessment and
‘ Trasptalion * 09/07/2015 3
I

click “Save and Close” when
finished.
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Clients ] Jicientrraci- | D 3 Y p—
@, Find client & Vana White
1/1/1982 38
52 Intake
27 crisis Call Workllow Annual
Assessment o
0 ox Domestic Violence Assessment of Vietim Other Information and Offender's Relationship 1o Vietim Legal / Crime Information
CASE MANAGEMENT
J Enrollment OTHER INFORMATION AND OFFENDER'S RELATIONSHIP TO VICTIM @
I
B White, Vana P P a———
Add Crisis Call Client
5 Annual €
—= Child Abuse -
/ i b Physical Abuse: @
Barriers / Spacial Neads B .
m Family Members > Psychological Abuse:
i Depaet Yo Child Witnessed Abuse:  ©
| Assesaments B ) income Abuse through Negleet: &
I8, crimes T Other Type of Abuse: | Harassment .
3 Protection Orders : Crimes Offender's Relationship to Victim
] tionship to Vi B
o n [ Legal Relationship to Victim: | Intimate Partner
Transportation
{3 sevoes 3 |
) Sajak, Pat <
& petermais

Complete all of the sections of the Domestic Violence Assessment. All fields with an asterisk * are required
fields. Make any changes necessary and click “Next” to prompt through the assessment. Once all of the
Domestic Violence Assessment has been completed, click “Finish.”

Clients + )‘(Chen(Track" .“4 t B AR Autuma Gale (Training) | Welp | Sign Out
@, Find Client & Vana White
-~ 1711982 a8
" Intake
e
417 Crisis Call Workflow Annual
Assessment )
" ox Domestic Violence Assessmant of Victim Other Information and Offander's Relationshp 1o Victim Legal / Crima Information
Enrollment LEGAL / CRIME INFORMATION ‘
White, Vana ~

Legal Information - Enter the legal information relative to the specific vietm situation below.

N
| 4 Add Crisia Call Client

Annual <

ol Low Enfore Colled: [Yes .
/ Edit Client > , s Abuser Arrested: [Yes .
Jamiers / Specta
& Family Members > 2 * Incident Report Filed : | Yes v
Domestio Vioknce Signer of Report : | Vietim .
| Assesaments B L incame
[ Legal / Resolution - Please check all that apply.
‘ Crimes. Education
| Criminal Complaint Filed
| 455" Protection Orders I Crimos
Legal
€ Eolmencs e
Transportation
& Services 2 | v
Sajak, Pat ¢ = S °
Referr: Restriction * ' Restrict to Organization
3 e Restrict to MOU/Info Release
j Case Notes

Financial Assessment

P —— Review the Financial
® lncome Detadt Last Assessment . .
P information for the
Assessment Active
- s R head of household
e " g and document any
Sajak, Pat <
- changes to the
s R S i @ < household income. Be
P Eamed Income (1e . empiayment income) Part-time employment $800.00 unmm&w‘w.‘\’" N sure to SCI'Oll dOWn to
Unempioymant insurance Restrict to Organization .
Supplemental Securty Income (51) Restrict to Organization .
Social Security Disadisty Income (SSO1 Restrict 1o Organization . Complete the Non_
Veteran's Disabikty Payment Restrict to Organization . . .
o — rem o+ | Cash Benefits if
‘Worker's Compensation Restrict to Or zation . . .
S sremmmnmen - | applicable and click
T 7 i
“Save and Close.”

Page 38 : Updated 10.9.15



CLIENTTRACK USER MANUAL

Adult Education Assessment

Complete the Adult Education Assessment. Remember that all fields with an asterisk * are required. The

“Default Client’s Last Assessment” will populate information from the previous assessment completed

and is helpful if the client’s information has not changed. Click “Save” when finished.

Clients
@, Find Client

r!,z Intake
17 crisis Call Workdlow

b
|_» Add Criala Call Client

/ Edit Client

‘cﬂmu

&7 Protection Orders
© encoliments
(&, services

& Referrals

"1 case Noten

-

Vana White

111982 38

Annual
Assessment

Enroliment
White, Vana ~

Annusl <
Assessments

Barriers / Special Needs
Domestic Violence
Income

Education

Crimes

Legal

Tranaportation

Sajak, Pat <

).A'ChentTrack" . | T |

Indicate if tha client is enrolled in

Assessment Date:*

Attendanc Obtained GED ¥

Secondary Education :* WNOAS
Associates Degree
Bachelors
Masters
Doctorate

Other graduate/professional degree

Restriction - ® Restriot to Organization
Restrict to MOU/Info Release

AR Automn Gale (Training) | Help | Sign ot

g D9

a dogree at the time of aasessment. Indicate If the client has completed vocational training of received an apprenticeship. Select Highast
Grade Completed. 1 the lient hes completad » high schoolciploma or above, seectthe secondary aducation degree(s the clien has samed

Crimes Assessment

Complete the requested information, noting that all fields with an asterisk * are required data elements.
You may also click “Skip” if the data is not collected or required.

Clients ¥ ).A'Clleanrack" A . C | AR Autumn Gale (Training) | Help | Sign Out
@‘ Find Client Vana White
111982 38
£ ntake
=iy ™%
211 rsis Call Workllow Annual LT |
Assessment To add or edit a domestic violence crime for which the current client 1 identified as the victim, enter an Select i Offender's Birth Date will isplay. Seloct a Relationship to Victim for
‘ the offender. Select the Crime and Amended Charge If applicable. Selact a VOCA Victimization Category for VOCA reporting Ch.ck Primary Victimization f thia 15 the primary charge fo this chent on the incident date
NT " Select a Status and Court Case if applicable. Enter any Comments
Enroliment
Assssament Active
White, Vana N
|_ ) Add Crists Call Cllent st ‘ Incident Date:*  09/07/2015 T8
Assessments buser:*
/" Edit lient > Abuser: [Dos. John “
Barmiers / Special Needs 1/1/1978 12:00:00 AM
m - > Domestic Violence Intimate Partner .
] Assessments > \ +* | Domestic Violence
ncome
o + | D. Domestic Violence .
g Crimes Education @
87 Protection Orders Crmes * [No .
Lagal
© enolimenta o
2 Tranaportation
‘s Services 2 |
Sajok, Pat <
& retamle
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Legal Assessment Jictientrrac- || WM~ B

. . L Ry

Complete the requested information,
noting that all fields with an asterisk * — . - o e
arerequired data elements. You may also | ¢ evimen [Oota ot Assenmers |
click “Skip” if the data is not collected or zvg,;,: e s
required. % o s

oy

|

Transportation

e
\

Sajak, Pat <

« # Restrict 1o Organization ]

Transportation Assessment

Complete the requested information, noting that all fields with an asterisk * are required data elements.
You may also click “Skip” if the data is not collected or required.

[ Nclentrack- RREA =& JYE————
@, Find Client ﬁﬂ Vana White
- 1/1/1982 38
£ intake
ok - o o g -5
217 crisis call Workfiow Annual ORI =0d]
wox
CA!
e Defauh Chen’s Last Assessment & |
White, Vana ~
3 Assessment Active
2 Add Crisis Call Client
= Annual
e Assessments : Ass ot Date:  09/14/2015 [
it it
/ g > Barrbera [ Specil Naeds Primary Transit Means: | Own Vehicle 12
& > Domestic Violence Vehicle - In the section below, enter details about the client's vehicle if they have one.
_] Assessments. > Income Vehicle Ownership; [Own .
‘m Edioaon Vehicle Make:  Honda
g Crimes Vehicle Model Civic
EiosARIONEN: Vehicle Year: 2002
Legal
09'“‘"""" e Vehicle Description: [Green, four door sedan
ransporta
(S servees >
Sajak, Pat <
& Referrals Vehicle Conditi In need of repair 2
= Vehicle Condition D
|} oo tiies
/» Goals Registered State: [IN .
& License Plate Number: GHIM

Insurance Company:  State Farm

Insurance Renewal Date: 11/01/2015 T8

Drivers License - If the client has a driver's license, please enter this information in the section below, If they do not have a driver's license, skip this section

=i
License Number:  000-01-0000
License State:  [IN v
License Expiration Date: |07/16/2017 (&

+ ® Restrict to Organization o
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Universal Data Assessment for Child

After completing all of the updated assessments for the head of household, you will be prompted through
the assessments for all enrolled household members. The adult assessments will look like the head of
household’s assessments. The Update/Annual Assessment will look differently for children.

Yes

Restriction:* # Restrict to Organization

Restrict to MOU/Info Release

Clients *| JclientTrack- . ich | a | 4 s owa s | o | 80 0w
@, Find Client & Pat Sajak g
- 1212001 253
,t, 1, Intake
ot L - J0 ™
£ crisis Call Workflow Annual |0y 2%
= Assessment Complete the information below related 1o the selected chent's housing status and other relevant information
. "o
[C—— ... m——
‘ White, Vana ¢
5 tDate:* 09/14/2015 (8
| Add Grisia Call Client Sk Pat 7 5
Ag
li
/ Edit Client > 4 Al Assessmants + [During Program Enroliment *
8 Fomity Members > * Autumn Gale 4
] s s > * My Fake DV Shelter
i Grimes ith - Please indicate whather of not the client 1f 56, you wil be able to record health insurance sources for tha client
g Health Insurance:* [Yes .
Copy Head of F Insurance Sources
O croines B it
‘s Services > Note on Existing Sources - If a client had an insurance source but no longer has It it d d upd
&, Refernals
1 caseNotes >
2 Type' & Primary Status* & Reason No W & Start Date & End Date & Restriction @ &
/& Goals -
+ K Combined Children's Health Insurance / Medicald Program + | Active 08/01/2014 [ T Restrict to Organization
SE GLBLETED ~ SELECT ~ 2 ~ SELECT - m T |- SELECT - .

-

Barriers Assessment for Child

Complete the Barriers Assessment for the child. If no barriers are reported, click “Save & Close” to
continue in the workflow. If no barriers are present at this time, select all barriers and leave
the “Barrier Present” status as “No” and click “Save & Close.”

: * Xai »
Clients i ClientTrack~ R 1Kl Q AR Auturmn Gale (Training) | Help | Sign out
@‘ Find Client Pat Sajak A
12717201 253
27 ke
217 crisis Call Workflow Annual
Assessment Uss this form fy whathir a client has sach individual barrier or not. The Clients last assessment s displayed a5  default. You may, optionally. click Previous Barriers Detailto view information about the dafauited
“ records o click View Barrier History to review all previous barriers.
Enrollment
White, Vana <
| 3
|3 Add Crisis Gall Glient Sajak. Pat ey
/ Ediciient b Annusl « Identified Date:* | 09/14/2015 T3
Assessments
m Family Members. >
T Barriers / Special Needs.
‘Assessments b Help  Barmier ReCeing Services / Condition i Documentation of the disability and severity on . Previous Barrier
_] | Domestic Violence Barrier - plfl iy i ey iy Explanation &
g Crimes [ Child Education E Alcohol Abuse @ nNo  Previgys Bamrier o\
Chronic Health
3mwm [ Condtion 9 [No < Piavious Barar W
Develcpmental rrigr
o Entoliments. [ Disabiliy 7] No # Pravious Barrier o
* Drug Abuse @ [Ne  Brevious Barriet
(4 servons >
@ HIV/AIDS 2 [No < BrgvigusBarer o
&, Referrals E Mgl Healih @ [No < Pravious Barrer )
j v PhysicalDisabilty @ |No < Prvigus Bamer o
/& Goals
11 Paused Workflows
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Domestic Violence Assessment for Child

Review the Domestic Violence assessment for the child and document any changes. You may click on the

“Default Last Assessment” button at the top of the assessment to populate the client’s information

previously entered. Be sure to move through the assessment until it’s completed and click “Save and

Close” when finished.

Clients ' )'A'Ch:mTrack" A T . |

AR Autumn Gale (Training) | Help | Sign ot

I . [ E— -

@), Find Client Pat Sajak
-S%"" . & l?/h‘:zm{ 253 g
k ake

@, Find Clent Pat Sajak A
- 12120 253
e 1, Intake
s L TN T =
217 crisis Call Workflow Annual e B =
Assessment .
"ox Domestic Violence Assessment of Victim Other Information and Offander's Relationshvp 10 Victi Legal / Grime Information
Enroliment | Defout Clent's Last Assessment |
(@ Client Dashboard
White, Vana ¢ | Assesament Active
b
| Add Crisia Call Client ok Pat %
Vietim Information
/ EdnClient X & awul ¢
Assessments * 109/14/2015 [
jm > Dornesus Violnoe When Exp Occurred:* | Within the past three months
Victimization Date:* |09/04/2015 [
korlmn Child Education - N =
T 1 ype: | Secondary Victimization *|
| 557" Protection Orders 3
o Enroliments “
& > Assessment Description
& Referrals Domestic Violence - This ia where you put in your additional Help
Interview Type: In-Person
j Case Notes Phone Call Only
/& Goals
| 411 Paused Workllows
Payc
Stalking:
Human Trafficking: (‘
Weapon Used: |~ SELECT - v
ed with DV - Aloohol: [~ SELECT - v
dwith DV - Drugs: [~ SELECT~ v
Length of Violent Relstionship; |~ SELECT~ ¢
Next
Clients X

M utumn Gale (Training) | Help | Sign out

217 crisis Call Workflow Annual
Assessment o
" ox Domestic Violence Assesament of Victim Other Information and Offender's Relationship 10 Victim
CASE MA!
Enroliment OTHER INFORMATION AND OFFENDER'S RELATIONSHIP TO VICTIM @
“. Client Dashboard
White, Vana < Other Information
S
| - Add Crisis Call Client
— BalalPat 2 Child Abuse: @

/ Edit Client > oy ; Physical Abuse: @
oo Psychological Abuse: &
3, Famity Members > y
Bammers / Special Needs Child sed Abuse:
J - > T Domestic Violence Abust gh Neglect: ©
Bm o Other Type of Abuse: |~ SELECT - .
T
z Protection Orders Offender's Relationship to Victim
o ok Relationship to Victim: [Other Family Member v |
& Services b3

Legal / Crime Information
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Domestic Violence Assessment for Child Continued

Client X ).’CI:eanrack" ] B AR Auturn Gale (Training)  Help | 8ign Out
e‘ Find Client & Pat Sajak A
> 4B 12/1/2011 253
4 [, Intake
| 217 crisis Call Workllow Annual
Assessment .
nox nestment of Victim Other Informition and Offendar's Relationstvp 10 Victim Logal/ Crime Information
Envollment LEGAL / CRIME IN
0. Client Dashboard
‘ White, Vana < |y Enter 10 the specific vict
| Add Crisis Call Client Sojok, Pat A = =
/e Client > & vl Yeu
Assessments 7

Family Members
w} > Bariers / Spacial Needn Victim

Assessments o
= StoVIolence. | el Resahion - laasa check ail that a5y
‘ Crimes Child Education
‘ T Criminal Complaint Filed

Protection Orders [
° Enrollments )
& Services > “

* Restrict to Organization o

& Retia Restriot to MOU/Info Release
1 coseNotes
s i

Child Education Assessment

Enter the “Highest Grade Completed” for the child, and then select if the child is “Currently Enrolled in
School.” The built in logic may require additional information depending on how you answer the
questions. You may also click on the “Default Last Assessment” button to populate what was previously
entered if there has been no change to the education information. Click “Save” when completed.

Clients * | JictientTrack- ' A st s rsins) | o | Sgnon
e‘nnd e & F??IE’;SO?JIak 253 A
ﬂlmake - -
27 crisis Call Workflow Annual i Dy F
Assessment In:u:x lh hild is. :ui;;ull;mm”-: -r;:}::‘an ime of assessment. If the child is enrolled, select the type of schoal and enter the school name. If the child is not enralled, enter date of last enrollment and reasans
oy e ot vt v s i onl o
CASE MANAGEMEN "
;" Enrollment Default Last Assessment
_ White, Vana <
| 2 Add Crisis Call Client Sajak, Pat =
y - Assessment Date:*  09/14/2015 &2
e & [ ¢ Highest Grade Completed:* [ Nursery School 1o 4th Grade
25 Famiy Members I Gunent Evolment tatus+ ® Yes
J Assessments > Domestic Violnce m-‘;::‘w
B Crimes , EREETE Type of School: | Public Schol
Protection Orders School Name  Preschool Prep
&
° Envoll Connected with MeKinney-Vento School Lmlbu:\’ No
& , C £
& [l Restriction & Restrict 1o Organization 7]
_;l Restrict to MOU/Info Release
Case Notes
/» Goals
SE Paused Workllows
Once you have completed the required entry Clients * | JictientTrack-
) @, Find Clien Vana Whit
assessments for your client and household 5"::;;.)5( ‘ [ i
members, you will be prompted to “Finish” the 217 crisis cal Worktow Annual Youideia
Assessment All required steps have been completed
workflow. If the workflow is complete then click "X [5 emen
“Finish.” You will then be directed back to the o Whie, Vana
| 4 Add Crisis Call Client Sajak, Pat

head of household’s client record.

Page 43 : Updated 10.9.15

/ EditClient >
&




CLIENTTRACK USER MANUAL

Program Discharge

When a client has transitioned from you project or is no longer receiving services for any reason, you will
discharge the client from your program in ClientTrack with the following steps:

e (o to the client record;

e Click on the blue play button beside your project enrollment located in the center of the client
record;

e Select “Exit the Enrollment” in the drop down list that appears after clicking on the blue play
button; and

e Complete the information prompted for through the exit workflow and save as you go.

Clents X [ E— -
Clients ClientTrack~ M 2utumn Gale (Training) | Help | Sign Out
@, Find Client & Vana White
38
_52 Intake
217 crisis Call Workflow &
TE white, Vana o mneez A g3
nder
Female No Yes
P01 Non-ispanic/Latino I wine
@ Faml Mok ! | vana's Enroliments
Assessments
l > resuits found
Crimes Case * B R Dote Drasalatig LastAssessment o : »
B . e
| 25 Protection Orders 4 Cument
Q My Fake DV Shelter 2 09/07/2015 My Sample Organization 09n42018 248
© envoliments 7
Edit Enrollment Workflow
' 1210172014 08/09/2015 My Same Or 0170572015 2 236
& - 5] |4 & add Famiy Member 2 /09 ¥ Sample Organization 105
& Referrals % View Case Members
=t 7"\ Review Entry Assessments i o
= £ Update/Annual Assessment Bogin Date Status End Date Enroliment
Goals T 09/07/2015 Active My Fake DV Shelter
Exit the Enrollment
= 1270172014 inactive 01/05/2015 Transitionsl Housing

On the first screen of the exit workflow, you will be asked for the “Exit Date,” “Destination,” “Exit
Reason,” and whether to “End Case Assignment.” Please note that all fields with an asterisk * are

required. Be sure to change the exit date to reflect the actual discharge date. Click “Save” when finished.

Clients X
@‘ Find Client

.C,E Intake
417 Crisis Call Workflow

AGEMENT

3 Add Grlaia Call Client

)'A'ChemTrack" . [ A1 [

& Vana White
1/1/1982 a8
HUD Program

Exit

"X
Exit Encollment

Exit Assessments

To exit the client from the Envoliment, enter the Exit Date and Destination

Exit Date:*  09/14/2015 [8

/ Edncliem > ¢ Aul:mn Gale®
v

& Family Members >

] Assesaments >

n Crimes

AR Autumn Gale (Training) | Welp | Sign Ot

SO =L

* | Transitional Housing for homeless peraons (including homeless youth)
[Left for a housing opportunity before completing program * |
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Universal Data at Exit

You will then review the head of household’s universal data where you can document any changes. Please
note that you can change the assessment date at the top of the screen to reflect the actual date of the
assessment if entered at another time. Click “Save” when finished.

T ictenttrack- R BB L d G
@, Find Client Vana White
» & 1/1/1982 38

23 e
ol R | ) t |G oy ™9
.{'_ccrmncallWorﬁﬂcw HUD Program S DDk
& Exit related 't and other relevant information.

nox

GASE MA!

v Exit Enroliment Defaun Clent's Last Assessment @ |

& Exit Assessments.
ment Date:*  09/14/2015 T

| 3 Add Crisis Call Client

Agi sment: 33
/ EditClient >
Assessment Type:* | Exit v
&, Fomily Members > Assessor*  Autumn Gale Q
J P > Program:* | My Fake DV Shelter .
km Please indicate whether o not the client 1f 50, you will be health for the client
g Health Insurance:* [Yes v]
1f a cient had source but no longer has t. Please enter an end date and update the status appropriat
o & longer tely.
a Services >
&, Referals 2 s
- U Type s Primary Status® & Reason No @ & Start Date & €nd Date & Restriction @*
1 Case Notes =
~ v x Medicaid v| @ Active v 09/09/2015 T T Restrict to Organization v
}'A Goals ~ SELECT - v ~ SELECT - v L T [~ SELECT - M
\%E ) ves
Restriction * ® Restrict to Organization o
Restrict to MOU/Info Release

Barriers at Exit

You will be required to complete the HMIS Barriers Assessment at exit. The built in logic may create
additional required fields. If no barriers are present at this time, select all barriers and leave

the “Barrier Present” status as “No” and click “Save & Close.”

Clients [ ictentrack- (B B3 & s e o) | 1o |0
@, Find Client & Vana White
N9z 38
47 intake
« En al Dt A Barrle - i 1o ™
27 crisie Call Worktiow HUD Program b (UETRTR 2~
Exit displayed as a default. You may, Ily, click Previous Barriers Detail 1o view information abaut the det
W x| records orclick View Bamter History to review all previous bariers.
CASE MANAGEMENT
Exit Envollment
& _—m
s Exit Assessments
3 Add crisls Cal Cllent & Bamiers/ Special Needs | Anseasment Active
/ Edit Client > : Income Identified Date:* 09/14/2016 T8
m Family Members 5! I Education
_] Assessments 3 L . — oo B g sanices condtonis Documentain of e dASDY 1A SO C preus st
Laga ~ Prosent? & reatment ndefinite a . oty
(I, crimes | @ [eoianse @ [N . ¢ Eoticus par )
- Transportaton st
vw“"‘““ L Condition @ [N M < PO BT W
T Developmental - =
° Enrollments 2 Disabiiy 0 (No Extvion ekt 1
* Drug Abuse "] No M # Buevious Barrier oY
l% > v HIV/AIDS 7] No . « Pxsvious Bauier o
& Referrals v Mental Health @ nNo . # Pravioys Barriar o)
_..1 v Physical Disabilrty @ [No v : ”
[ Goals
%E Paused Workflows
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Financial Assessment at Exit

Complete the Financial information for the head of household at exit and document any changes to the
household income. Be sure to scroll down to complete Non-Cash Benefits and click “Save and Close” when

Clents X ~
Clients (ClientTrack~ & All + Q A 2utumn Gl (Training) | Help | Sign out
@, Find Client Vana White
- 1/1/1982 38
{'ri; Intake
.ﬁf Crisis Call Workflow HUD Program
= Exit jent’s sources of ly s d expenses.
" X | Thefollowing instructions are quoted from the HMIS Data Manual
Exit Envollment « When a client has income, amount, a “Yes” both the overall the specific source, and the income amount should be estimated
+ Income received by or on behaf of a minor chid should be recorded s partof household income under m- Hesdof Household,unless the federal funder inthe HMIS Program Specifc Manualinstructs otherwise
: ExitAssessments  ~ Income should be recordsd at the clientlevel for heads of housshold and adult househokd members. Pr y collect th all household children, as long as
b this doe: funder Projects should they Ines from each of the sources listed rather than
Add Crisis Call Client Y
L9 E Bamiers / Special Neads asking them to state the sources of income they receive.
Edit Client + Income data should be locofdod only for sources of income that are current as of the lnlo:m-non date (.. have not been specifically terminated). As an example, if a client’s employment has been terminated and the
nt > Income client has not yet secured for d be "No." As a further example, if a client’s most recent paycheck was 2 weeks ago from a job in which the client was working
full tre for $15.00/hour, but the client is currently working 20 hours per week for $12.00 an hour, record the income from the job the client has st the time data are collected (L. 20 hours at $12.00 an hour).
&, Fomity Members B | cenen
] > Crimes
I Default Last Assessment |
Logal SR ——
&, crmes \
[ Transportation Aszessment Actve
B Protection Orders
° . Assessment Date:*  09/14/2015 [
Income from Any Source:* |Yes rje
& Ve > Non-Cash Benefits from Any Source;* |Yes e
& Petaents
5 Income
j Case Notes
/o cous B s . oY pcton @~
82 Paused Workflows v Eamed income (Le., employment income) Part-time employment $800.00 |Restrict to Organization 3 a
Unemployment insurance Restrict to Organization
Supplemental Security Income (SS1) Restrict to Organization .
Social Security Disability income (SSDI) Restrict to Organization
Veteran's Disabilty Payment Restrict to Organization
Private Disabiliy Insurance Restrict to Organization
Wiorker's Compensation Restrict to Organization v
Tomnocary Assistance foc Nead Famitias (TANEY Rastrict 1 Ornanization
Count/Total Monthly Income: 1 $800.00

Definitions of Sources of Income

¢ Earned Income - Employment income

¢ Private Disability Insurance - Income received from private disability insurance

¢ Unemployment Insurance - Unemployment benefits from the State

*  Worker’s Compensation - Income for an individual who has been injured on the job

* Pension From Former Job - Income from a private employer or military retirement pay

*  Supplemental Security Income - A federal program providing additional income for older and
disabled individuals with little to no income stream

¢ Social Security Disability Income - A monthly compensation to individuals who can no longer work
due to their medical conditions

¢ Retirement (Social Security) - Income payment provided by government for individuals who qualify
e Alimony - Income received for spousal/partner support

» VA Service-Connected Disability - A benefit paid to a veteran because of injuries or diseases that
happened while on active duty or were made worse by active duty

* VA NonService-Connected Disability - To assist wartime veterans in need whose non-service-
connected disabilities are permanent and total preventing them from following a substantially gainful
occupation.
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Definitions of Sources of Income Continued

¢ TANF -Temporary Assistance for Needy Families
e Child Support - Income received from one parent to another to care for children

e Other Income - Any income not previously listed

s e
Clients [ClientTrack~ Al Q ML sutumn ale (Training) | Help | Sign Out
0\ Find Client &H Vana White
1/1/1982 38
ﬁz Intake
« Encollment Exit = incor s AR =]
|27 crisis Call Workflow HUD Program S a 09
Exit Monthly .
wnox | Type & Description = Amomni & Restricton @@ «
CASE MAI AEN
Exit Envollment Temporary Assistance for Needy Famibies (TANF) Restrict to Organization
b I General Assistance R izati
o a i lestrict to Organization
_‘3} A Crisia Cal Chent S Sl ot Retirement income from Sacial Security Restrict ta Organization
U Veteran's Pension Restrict to Organization
/ Edit Client > T Income Other Pension Restrict to Organization
& o S > : Education chikd Support Restrict to Organization
3 > Crimes 2 alimany or othar spousal support Restrict ta Organizaticn
Assessments
I - other income Restrict to Organization
I, crimes I CountiTotal Monthly Income [ 680000
Transportation
| £ Prorection Orders '
‘Non-Cash Benefits
0 Enroliments
(2, services > 8 s st Y o @+
2, Referrals ° SNAP $220.00 [Restrict 1o Organization ___+ )
e G special supplernental Nutrion Program for Women, nfants, and Chidren (WIC) Restrict to Organization
o Veteran's Administration Medical Services Restrict to Organization hd
/» Goals & TANF Child Care Services Restrict to Organization
SE Paused Workflows TANF Transportation Services Restrict to Organization
g Other TANF-funded Services. Restrict to Organization
Section 8, Public Housing, or Other Ongoing Rents! Assistance Restrict ta Organization
Other Source Restrict 1o Organization
Temporary rental assistance Restrict ta Organization
Count/Total Manthly Incame: 1 22000
Hestriction:* ® Restrict to Organization @ ’
Restrict to MOU/Info Release

Definitions of Non-Cash Benefits

+ Food Stamps/Money for Food on Benefits Card - Monthly payments issued by the government to
persons with low income that can be redeemed for food at stores.

e Special Supplemental Nutrition Program for Women, Infants and Children (WIC) - A program
geared toward supplying nutritional food for at risk pregnant women and their families.

»  TANF Child Care Services - Child care funding assistance
» TANF Transportation Services - Transportation funding assistance
¢ Other TANF Funded Services

» Section 8, Public Housing or Other Rental Assistance (PSH) - Low- and moderate-income housing
subsidized by the federal Department of Housing and Urban Development.

o Temporary Rental Assistance (RRH) - ESG rental assistance

e Other Source - Any source not previously listed above.
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Adult Education Assessment at Exit

Complete the Adult Education Assessment. Remember that all fields with an asterisk * are required. The
“Default Client’s Last Assessment” will populate information from the previous assessment completed
and is helpful if the client’s information has not changed. Click “Save” when finished.

T iclenttrack- R B3 JYE————
@, Find Client Vana White

— 1/1/1982 38
SJi intake
%’E Crisis Call Workflow HUD Program
* Exit Indicate ifthe clent is enrolled in waining progra W doee 6 ha e vgeomont (o e hers hokGiglowd vioesonakng o i A4 eeraomciab St e

w x| Grade Completed. ifthe client has completed 3 high school dqplovma or above, select the secondary education degree(s) the client has earmned.
I Exit Enroliment Defauk Chieot's Last Assessment @ |
ExitAssessments A

h Assessment Active

| Add Crisis Call Client Borae 78
Assessment Date:*  09/14/2015 (3
/' Edit Client > Income
Currently in School / Working on Degree:* [No v

&, Fomily Members 3| § cemen Recelved Vocationl Training/Apprenticeship :* [No .

" E Crimes Highest Grade Completed - [GED .

Vsl Attendance Status: | Obtained GED .
(&, comes |
Tranaportation
Y Secondary Education :* W¥/None
| & Protection Orders Associates Degree
Bachelors
© ervolimente Masers
Doctorate

& Services. > Other graduate/professional degree
& Referrals # Restrict to Organization

- Restrict to MOU/Info Release
j Case Notes
P,

Crimes Assessment

Complete the requested information, noting that all fields with an asterisk * are required data elements.
You may also click “Skip” if the data is not collected or required.

Clients

-

@, Find Cllen
EIE Intake

217 crisis Call Workflow

e An
s

| ) Add Crisis Call Client

/it clent

& Family Members.

| Assessments

g Grimes

& Protection Orders

@ envoliments

%, services
2. Referrals

v vV v

JcientTrack-

Vana White
1/1/1982 38
= DyEEmF
HUD Program L ACE =1
Exit Toac or et  domestic ol crrmo o ichhecuent ched o eried s thericin, e an nedert Daa. Slect a1 ffasorusing e ok flncr's Bith e wil ey Select a Reakonaip b Vit fox
x| theoffender. Seiect the Crime and Amanded Charge if spplicable. Salsct 2 VOCA "y ifthis is the for this chient on the

Select a Status and Court Case f applicable Enter any Comments.
I Exit Enrollment

) 2utumn Gale (Training) | Help | Sign Out

Assessment ACUve
Exit Assessments  ~
Incident Date:* 09/06/2015 3
Bariers / Special Nesds edent bate /06/2015 B3 _
Abuser*  Doe, John Y
Income
Offender Birth Date: 17171978 12:00:00 AM
(=T Relationship to Victim: | Intimate Partner N
T ED Crime * | Domestic Violence .
Legal VOCA Victimization Category:* | D. Domestic Violence .
| Transportation Primary Victimization:  ®
!
Repeat Victim:* [No v
Comments:
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Legal Assessment at Exit

Complete the requested information, noting that all fields with an asterisk * are required data elements.

You may also click “Skip” if the data is not collected or required.

Clients

ol

@, Find client
&E Intake

| 217 crisis Call Workflow

CASE MANAGEMENT
Ein

|+ Add crisia Call Client

/it Clent

m Family Members

| Assessments

I, crmes

| £ Protection Orders

© encoliments

¢ services

&, Referrals

"1 Casenotes

h Goals

| 217, Paused Workflows

NclientTrack-

& Vana White
1/1/1982 38
HUD Program
Exit

wox

Exit Enrollment
IEntAnessmems -

Bariers { Special Needs

Income

Education

Crimes

Legal

Transportation

O——

Assessment Active
Date of Assessment:*

Assessment Description

Divorce:
Eviction:

Bill Collector:

Pending Criminal Charges:
Order of Protection:
Probation / Parole:
Custody Issues:

Child or Spousal Support:
Warrant for Arrest

CPS Involvement;

Other

Other Legal Questions

Do You Currently Have Legal Representation

How Many Days, Past 30 Days, experiencing Legal Pr.

Legal Notes.

any other Legal

Legal Description Notes

Restriction ;*

Default Last Assessmant

09/14/2015 [

 the following legal situstions?

think we should be aware of.

® Restrict to Organization (2]

M 2utumn Gale (Training) | Help | Sign Out

b
>

[ ™

Transportation Assessment at Exit

Clients

-

@, Find Client

27 intake

217 crisis Call Workflow

CASE MANA

2
|+ Add Crisis Call Client

/ Edit client

v

R - [ E—

& Vana White
1171982 38
HUD Program
Exit
wox
Exit Enroliment
Exit Assessments  ~
Bamiers / Special Needs
incame

Education

- Transport

Transportation Assessment

Assessment Active
Assessment Date:

Primary Transit Means:

Defauh Cien's Last Assessment & |

09/14/2015 [
Own Vehicle .

Vehicle - In the section below, enter details about the client's vehicle If they have one.

Vehicle Ownership:
Vehicle Make:
Vehicle Model.
Vehicle Year

Vehicle Description:

Vehicle Cor

Vehicle Condition Desc

Registered State:
License Plate Number
Insurance Company:

Insurance Renewal Date:

own N
Honda

Civie

2002

Green, four door sedan.

In need of repair v

N .
GHI 1

State Farm
11/01/2015 (&

Drivers License - If the client has a driver's license, please
License Number.
License State:

License Expir

f they do not have a . skip this section
000-01-0000
IN .

07/16/2017 [

+ ® Restrict to Organization o
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Clients X[ YiclientTrack- ' Once you have completed the Transportation
@, ind ciert Sl Assessment, you will be asked if you wish to
17171982 38
Intake .
= N exit all case members. Select “Yes” or “No”
:ZE Crisis Call Workflow HUD Program ) Do you want to exit
Exit e depending on whether all members are exited
CASE MANAGEMENT
i Ext Envollment = at the same time. You can exit one case member
Exit Assessments ¢
| 3 Add crisis Cal Client iy R Ko and leave other case members enrolled. If you
ren ! want to exit? -
S B e [ Bz select “Yes,” you will be prompted through the
mrmnmm" > )
m N exit assessments for all case members.

Exit for Child

After completing all of the exit assessments for the head of household, you will be prompted through the
exit assessments for all enrolled household members. The adult exit assessments will look like the head of

household’s assessments. The exit assessments will look differently for children.

[ 3 Add Crisis Call Client

/ Edncient
3L, Famiy Members
=

Clients y );’CIientTrack" . BN - | a | A Autumo Gale (Training) | Help | Sign Out
@, Find Client Pat Sajak A
_SE X ~ 1271720 253
Intake
217 crisis Call Workflow HUD Program
Exit

nox

? Exit Enrollment et 09/14/2015 3

[Left for a housing opportunity before completing program |
Autumn Gale %
ve

? Exit Assessments ¢
© Sajak, Pat "
> & Doyouwantioexi?

> + Eat Envoliment

End Case Assignment

> Exit Assessments

Universal Data Assessment at Exit for Child

Complete the required information on the Universal Data Assessment at exit for the child and click “Save”

to continue.

Clients

-

Yctentrrack- |l

M 2utumn Gale (Training) | Help | Sign Out

@‘ Find Client
52 Intake

217 crisis Call Workdlow

CASE N

| % Add crisis Call Client
7 Edicient

2, Family Members
| Asscsoments

E Crimes

| Protection Orders
@ Enroliments

(2, services

& Referrals

"1 case Notes

/» Goals

Simmwmm

Exit Enrollment
Exit Assessments ¢

Pat Sajak
lszzolll 253 A

Universal Dat.

& cootmen ey | o

HUD Program
Exit Complete the information below related to he selected
W%

nt's housing status and other relevant information

Default Client's Last Assessment @

Assessment Dater* | 09/14/2015 [

Age at Assessment: 3

Sajak, Pat ~

?
> Do you want to exit Assessment Type:* [Exit

Assessor:®  Autumn Gale “
Program:* | My Fake DV Shelter

> Esit Envollment

3| # Emhsssssmens

Health Insurance - Please indicate whether or not the chient s covered by health insurance. If 50, you will be able to record health iInsurance sources for the client
Health Insurane:*

& CopyHead of Family Insurance Sources

> If a client had an ger has it Plesse enter an end date and update the status sppropriately

+
Is
Type® & Primary Status® & Reason No % = StarDse s EndDstes Restriction @ &
« K | Combined Children's Health Insurance / Medicaid Program | & Active o8/01/2014 T T Restrict to Organization
— SELECT — v — SELECT- * ] T - sELECT -
Yes
Restriction:* ® Restrict to Organization (2] .-1

Restrict 1o MOU/Info Release

= 4
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Barriers Assessment at Exit for Child

Complete the Barriers Assessment for the child at exit. If no barriers are present

barriers and leave the “Barrier Present” status as “No” and click “Save & Close.”

at this time, select all

Clients )ACIleanrack" All 0 Q A 2utumn Gale (Training) | Help | Sign out
@, Find Client & Pat Sajak A

=] 98 12/1/2011 253
“SJ; Intake

- - T
|27 crisis Call Workflow HUD Program b (ORI R0

Exit s form t y lant has each ornot. The Clients last assessment is displayed as a default. You may, optionally, click Previou bout the defauted
W x| records or click View Barrier History o review al previous barriers
CASE MAN
Exit Enrollment

- Exit Assessments <
| 3 Add Crisis Call Client Sajak, Pat | Aasesment Active
/ Edit Client > S Identified Date:*  09/14/2015 [
m Family Members > Exit Enroliment
J Assessments > Cl i o Help  Barrier Recenving Services / Condition is Documentation of the disabilty and severtyon L Previous Barmier

# Bamers / Special Needs e - Present?> a Treatment & Indefinite a fie Hplanal Details
‘ Crimes. | ‘- JAlcohol Abuse @ No v  Brovious Barrier o\
Chid Education i
& Protection Orders Y L forodi 9 N v # Brevious Bamer
Developmental Z
o Envolrents v Disabis ] No Brevioys Barrier
2 senvices > “ Prig ooy o ¥ Puevioun sarer 1
‘- HIV/AIDS. @ N # Provious Barrier o

& Referrals. v Mental Health @ No ¥ Brevious Barier o
*’-‘ 2 Physical Disability ] No v Previoys Barrier ot
et
l‘ Goals
el

Child Education Assessment at Exit

¥ )'{Chenﬂrack"‘ - [~
Pat Sajak
at Sajal 'ma

12/172011

Clients
@, Find Cliont

.!,E Intake
217 Crisis Call Workdlow

HUD Program
Exit

E

Indicate if the child is currently envolled in school at the time of assessment. If the child i enrolled, select the type of school and enter the school nf
why the child Is not enrolled. Enter any additional comments.

Exit Enrollment [ Dofauit Last Assessment |

Exit Assessments ¢

Asseaament Active
2 Add Crisln Call Client
P -
= S + 0971472015 T
s Bl 9 tormmmionnr + [ Nursery School to 4th Grade
m Family Members. > Exit Enrollment » Yes
] ooy 3| O EtAssessments ¢ Pl
‘ Bariers / Special Neads Refused
Chid Education Public School
|57 Protection Orders ! Preschool Prep
N .
© Encoliments c o
(S sevonn >
& Referrala Restriction . ® Restrict to Organization
Restrict to MOU/Info Release
1 Case Notes

Enter the “Highest
Grade Completed” for
the child, and then select
if the child is “Currently
Enrolled in School.” The
built in logic may require
additional information
depending on how you
answer the questions.
Click “Save” when
completed

Completing the Exit Workflow Clients ¥

. @, Find Client & Vana White
When you have completed all exit assessment forall = |2 e
household members, you will be asked to finish the (R e ol oo B

Exit Enroliment

exit workflow. Click “Finish” to complete the i
P
|} Add Crisis Call Client
/ ediclent

@qum

Exit Assessments

E

discharge for your clients.

Sajak, Pat
>
>

"X

Jctentrrack- [l

You're done!

Al r0quired steps have been completed

% Finish
Close the workflow

<

<
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You will then return to the client dashboard where you can see the project exit dates now as seen below. If

you have also selected “End Case Assignment” on the exit workflow, you will see that your status has

changed to “Inactive” on the client dashboard under “Case Manager Assignments.” If you forgot to click
on the box beside “End Case Assignment” during the exit workflow, you can click on the little notepad
beside your name under “Case Manager Assignments” to edit your status to “Inactive” to remove the

discharged client from your case load.

Clents e LB F Yee————
9‘ Find Client éa Vana White
s 1171982 38
‘EH;‘ Intake
L] crisis Call Workflow
‘Vana White's Information
C MENT ° white, Vana 1/1/1982 rge 33
.
w Client Dashboard k
Female No vas
*, Add Crisis Call Client ‘
/ Edit Client > IR on.tispanic/Lating whits
m b ARabs s B [Vand's Envollments
} Assessments. >
G, crimes Envoliment S comioms eunomte cxganzation Lastassesoment e oan
escription embe Gompleted
g Protection Orders. a Pravious
(7] My Fake DV Shelter 2 007205 09/14/2015 My Sample Organization 09/14/2015 248 260
© rrolmens ©  Toonsionalousing 1 v2o1/2018 oa/asy2015 My Sample oganization ouos/zons » 22
v
(8, Sericas 2| [ Vana's Case Manager Assignmer
&, Refemals
"1 case Notes Case Manager Begin Date status End Date Envoliment
o /B Autumn Gale oe/072mS Inactive 09142015 My Fike DV Shefter
A’ Godle /0 Autumn Gale 12/0172014 Inactive o1/05/2015 Transtionsl Housing
SE Paused Workllows
Vana's Services
2resuits found.
Date Service units § Total Organization
4 Last Week (1 Services)
dc) 09/07/2015 Gasa Management 100 5000 My Sample Organization
4 August, 2015 (1 Services)
) 081092015 Gasa Management 100 50,00 My Sample Organization

To Add a Provider To Your List of Providers

e  C(lick on the blue box with the white arrows beside the ClientTrack logo at the top of the screen to
toggle to the “Providers” screen.

Add New Provider

PROVIDERS

Test Provider .

e Conduct a search for the Provider in the database by clicking on the “Find Provider” link in the
upper left-hand corner of the screen.
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Providers ) I - [ ) yyo—

| Find Provider Tst Provider

/' Add New Provi -
Sl [N =k

Locate a provider by using the selection criteria below. To get a list of all providers, leave the selection criteria blank and select search. To change your search, change the selection criteria and select search

PROVIDER
' Provider Information

Lal Provider: |[CTIERE w

/ Edit Provider Address

& Referrals City:

@ MY State.

Zip Code: Q
9| Contacts > Provider Type: | Provider .
! Services D
¥
No recards feund.
Provider & Address & City & State 2ip Code &

e C(lick on the “Add New Provider” link if the Provider is not already in the system located below
the “Find Provider” link in the upper left-hand corner of the screen.

e Complete the provider information. You must complete information that has an asterisk * before
continuing.

Providers 1 KclientTrack- ' EN B AR Auturn Gole (Training) | Help | Sign 0ut
| Find Provider B
| Add New Provider
PROVIDER
Provider Setup Provider Setup - Referral Contact
_; Provider Information ROVIDER SETUP @
/ Edit Provider Enter & Pravider Narrw, PEIN rumbar and the street addrass whers the provider I8 losated, This information will be useful in contacting the provider and refering clients,
&, Referrals
|@l Wait List Provider Name:* |ABC Legal
- Address: 123 Main St
(9= Comacts > Address 2
_" Services City, State Zip *  Indianapolis LIN 46201
Phone: |317-317-0177
Website Add www.abelegal.com
Account: @
Accessing Organizations - The organizations listed below will be able to access this provider.
Accessing Organizations* £ All Organizations
My Fake Organization
¥ My Sample Organization
Safe Passage
Mailing Address - Enter a mailing address if it is different from the street address.
Mailing Address

e Click “Next” in the bottom right-hand corner of the screen.
e Complete “Referral Contact” information.

)rcllentTrack“ . m n L sutumn oale (Trsining) | Help | Sign out

| Find Provider ABC Legal

-

Providers

"’Adlemelle

PROVIDER ° -
Provider Setup Pravider Setup - Referral Cantact

| Provider nformetion PROVIDER SETUP - REFERRAL CONTACT @
/e Provider ety the contact information for the Provider below. The cantact nformation willbe used 1o contact the peovider whan & referal s made
&, Reterrals
‘@ Wait List Referral Contact: Thomas

e a7
%] Dontaats > \jetferson@abclegal.com
s Telephone 2: | 317-2348
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e C(Click on “Finish” to complete the addition of a Provider to your searchable list. You can go back to
the previous screen if necessary by clicking on “Previous.”

After adding the provider to the provider database through the above steps, you need to complete one
more step before you can access the provider when setting up referrals and services.

You must correlate a service with the provider and you can do this by remaining on the provider record
and clicking on "Services" in the list of Menu Items found on the left-hand side of the screen. Click on "Add
Provider Service" and select a service you want correlated with the provider. You can add as many
services as you would like.

|

Providers ).(ClnemTrack" .m Search B A At Gale (Triing) | el | sign out

| Find Provider ABC Legal

|| Add New Provider

Lol ORI D=0
for referrals to the Provider, but can also be recorded as services provided by the Provider. To add a new service to the Provider's list, click Add New. To edit an

The services current Provider These services
existing service, click Edit next 10 the service.

ER

4 s A (Y oo
& Referrals Norconts found

Service & Preference «
|| WatUist

——1

Once you have finished this final step, you will be able to select the provider when creating a referral or

service.
Providers T centtrack- R EA =B  yee—p—
| Find Provider ABC Legal
‘; Add New Provider

Sg O

Provider Services are used in the Client Referral Process to find a provider that provides a particular service o to find services offered by a particular provider. A s with frequently and will be given frst
holee wher 8 ok T rafortad I parkoult sevion does ot spmeer {54 R peod CHCKRO o6  the seivice oodi i avallable s maimbrs of pour orgestzation: ALF0 ohack 10 304 ».. service ia i the recycle bin

Service:* [Legal Counseling

/ Edit Pr " Notes:
&, Referals

Preference:» ® No Preference
() wakust o Preferred

22 Contacts >
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Basic Reports

SERVICE SUMMARY REPORT ‘

The Service Summary Report is a report of the services your agency has provided for clients enrolled in a
specific project. You can run a Service Summary Report a variety of ways to extract specific service
information from client records, for example services rendered in the Month of December or Case
Management Services provided for the year, etc. Most often the Service Summary Report is used to submit
for reimbursement.

To Run a Service Summary Report:

e Click on “Reports” found in the list of options in the bottom left-hand corner of your User Dashboard.

e Click on “Service Reports” found in the list of links on the left-hand side of the screen. A list of reports
should drop down after clicking on the “Service Reports” link.

e Click on “Service Summary Reports” that immediately appears under “Service Reports” with a file
folder beside it.

e Click on “Service Summary” that appears directly in the drop down beneath “Service Summary
Reports” after clicking on it.

e Setup your report parameters by: (Please note that all fields with an asterisk * are required fields)

e Completing the date range - There are a couple of options for setting the date range. You can
select from the “Predefined Date Range,” though this may not provide you the exact dates you
need. You can fill in the dates found below this labeled “Between.” The first date box is the
beginning date and the second date box is the ending date, for example, 01/01/2014 and
12/31/2014. This will give you all of the clients in your program for the entire year of 2014.

« Filtering by “Programs” - Select the “Program” you want to run a Service Summary for by
clicking on the name in the box. A green check mark should appear to show that you have
successfully selected a program. You can run multiple programs on the same report. Simply
select more than one “Program” by clicking on the name in the box. Again, you will see the
green check mark to indicate you have selected it. To unselect one, simply click on it again and
you will see the green check mark disappear.

e Selecting “Grants” - Select the “Grant” you want to run the APR for by clicking on the name in
the box. A green check mark should appear to show that you have successfully selected a grant.
You can run multiple grants on the same report. However, your grant options will be dictated by
the “Program(s)” you selected in the “Filter by Program(s)” box. If more than one grant appears,
simply select more than one “Grant” by clicking on the name in the box. Again, you will see the
green check mark to indicate you have selected it. To unselect one, simply click on it again and
you will see the green check mark disappear.

e Filtering by User(s), Housing Status, Results by Age, State(s), Counties, Zip Code(s) and
more - Select a variety of parameters to extract more specific service data from clients your
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organization has served. Most of these selections will allow you to select more than one option
in the box. Again, simply click on the option in the box and a green check mark will appear. To
unselect an option, click on it again and you will see the green check mark disappear.

e Click on the “Report” button found in the bottom right-hand corner of the screen. This will begin
running your report. You should see your report pop up in a new window within seconds. You can
export your report to a pdf file for email transmission or record-keeping by clicking on the pfd icon in
the upper right-hand corner of the report window.

ANNUAL PERFORMANCE REPORT (APR) \

The APR is a comprehensive report of your program - who you served and how you served them. It is
recommended that you run an APR often throughout the year to track missing data so that your report is
complete when it is time for the annual submission. Here are quick steps to running the report and
cleaning up missing data.

To Run an APR:

e Click on “Reports” found in the list of options in the bottom left-hand corner of your User Dashboard.

¢ Click on “HMIS Reports” found in the list of links on the left-hand side of the screen. A list of reports
should drop down after clicking on the “HMIS Reports” link.

¢ Select “APR for CoC Grant-Funded Programs” in the list of reports that appear in the drop down.

e Setup your report parameters by: (Please note that all fields with an asterisk * are required fields)

e Completing the date range - There are a couple of options for setting the date range. You can
select from the “Predefined Date Range,” though this may not provide you the exact dates you
need. You can fill in the dates found below this labeled “Between.” The first date box is the
beginning date and the second date box is the ending date, for example, 01/01/2014 and
12/31/2014. This will give you all of the clients in your program for the entire year of 2014.

¢ Choosing the “Grant Program” and “Grant Program Component” - Select the grant your
program is under in the drop down for “Grant Program.” This will prompt the next selection in
“Grant Program Component.” If you do not know this information, feel free to try several
selections to find the correct options for your program. You won’t break it by choosing different
options. If you do not see the correct set up information here, contact the HMIS Help Desk by
emailing DVHelpDesk@ihcdaonline.com. Also note that “Grant Program” and “Grant Program

Component” are not required fields, so you can run the report without making these
selections, which is best done when running reports for several projects.

e Selecting “Grants” - You may see several options to choose from after selecting “Grant
Program” and “Grant Program Component.” Again, the aforementioned Grant Program and
Grant Program Component will determine the options you see in this box. Select the “Grant”
you want to run the APR for by clicking on the name in the box. A green check mark should
appear to show that you have successfully selected a grant. You can run multiple grants on the
same report. Simply select more than one “Grant” by clicking on the name in the box. Again,
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you will see the green check mark to indicate you have selected it. To unselect one, simply click
on it again and you will see the green check mark disappear.

e  Clicking on “Project Type”- Select a project type with the drop down list that appears. You
may only select one “Project Type” at a time. Please note that Project Type and Program must
be selected to populate the final measurement on Q.36 of the report. You can run your report
without selecting “Project Type” and “Program,” but the measurement on the last page will not
populate data.

e Clicking on “Program(s)” - Click on the name in the box and a green check mark will appear to
show that you have successfully selected it. Multiple programs can be selected here as well like
the “Grant” parameter.

e Click on the “Report” button found in the bottom right-hand corner of the screen. This will begin
running your report. You should see your report pop up in a new window within seconds.

To Drill Down and Find Missing Data

After you run your report and it opens in the new window, you can click through it and see what sections of
the report show “Missing” data. To find clients who are missing data, follow these steps:

e Click on the blue link for that section where you are missing data, for example “Q.7 Data Quality.”
*Please note that not all sections have a link to select. You may be able to find this missing data in
another section of the report or you can contact the HMIS Help Desk for assistance.

e Another window will pop up with more detailed information for this section. You may be able to find
your missing data in this screen, but it may be more helpful to export it to an Excel Spreadsheet to find
the missing data in a more detailed, organized format.

e To export, click on the Excel icon with the gold spindle in the upper right-hand corner of the pop up
window. You will be asked to “Open” or “Save” the spreadsheet, select “Open” to review the data. Be
sure to clear your downloads in your Internet browser after exporting client data.

¢ You will see the word “MISSING” on the spreadsheet where clients are missing data. The columns are
labeled at the top of the spreadsheet and client names are on the far left-hand side of the spreadsheet.
You can then go to client records and complete the missing data.

To Complete or Edit Missing Data

In unusual cases, there may be a missing enrollment ID for an entry or exit of a client. You can complete the
entry and/or exit assessments after an HMIS technician has set up the master assessment. If you need
assistance with setting up the master assessment, contact the HMIS Help Desk at
DVHelpDesk@ihcdaonline.com. Follow these steps to complete missing data on the assessments:
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e Go to the client’s record who is missing the assessments. © v o Fetows 0 st L e e
(@ et Envoliment 1 09/1672013 0a/18/2013
e Click on the blue play button found on the client dashboard sumn—:m : o ompm
i e o oot
under “[Client Name] Enrollments” located centrally on the g:*;“'j_'_“_,"m == = g
client’s record. i v o A - — &
.'3:“;""""‘1"“”’""'“"“"‘““""" o nactne M
e Select “Review Entry Assessments” or “Review Exit z
Assessments” (depending on which one you need to complete) in the drop Assessment Finiched
down list. [ 1S Universal Oata
: : - : & Lega
» Complete the required entry or exit assessments by clicking on the little [% Transportation )
notepad beside each assessment. [# chronic Homelessness v
X X & HMIJEBariers 4
e Save as you edit or complete assessments by scrolling down on the % Domfstic vioience v
assessment screen and clicking on “Save.” Lol v
. . (= it (Adult On
«  Blue check marks will appear after the assessment is completed. (@ empiomen (reutronty ’
[ aduit education v
% child education v
"% healtn '

r_? Veteran Assessment (Adult Only)
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